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Introduction 
 
These guidelines are based on the federal manual “Implementation Guidelines: Measures and Methods for the 
National Reporting System for Adult Education” (April 14, 2014) as well as Arkansas state adult education policies 
and procedures where noted. These guidelines are a summary of the key aspects of the federal manual which is 
available in its entirety online at: www.nrsweb.org.  
 
Chapter 1: National Reporting System for Adult Education Core Measures 

 
The National Reporting System (NRS) is the accountability system for the federally funded, State-administered adult 
education program. It addresses the accountability requirements of the Adult Education and Family Literacy Act, Title II 
of the Workforce Investment Act (WIA—P.L.105–220).  The NRS defines three types of core measures: outcome 
measures, descriptive measures, and participation measures.  These core measures apply only to enrolled 
students (students receiving 12 or more contact hours).  States report only enrolled students in the National Reporting 
System annual federal report.  Arkansas also reports served students on the state level. 
 
There are several optional secondary outcome measures in NRS.  They are currently not required by NRS; however, 
they can be collected in Adult Education Reporting Information System (AERIS) and reported on the local and state 
level.  Specific data are defined according to NRS requirements within this manual.  

 
Reporting Student Data in AERIS 

 
All adult education and literacy programs receiving adult education federal and state funds from the Arkansas 
Department of Career Education, Adult Education Division must report student data for both served and enrolled 
students using the state student management information system, Adult Education Reporting Information System 
(AERIS).  All adults who receive any services from adult education and literacy programs are considered served 
students.  Adults who receive services, have a completed Intake Form, and have received at least one contact hour of 
instruction, should be entered into AERIS even if they have not taken a pre-test.  Students who have 12 or more 
contact hours within a program year (July 1 to June 30) are considered enrolled students by the NRS. Students should 
be pre-tested before they have acquired 12 instruction contact hours.  
 
All student data must be entered into AERIS by the 15th of each month for the previous month’s data.  All data 
must be approved by the 22nd of each month for the previous month’s data. This includes post-test scores in 
which students do not show educational gains. Students with both a pre-test and post-test will be recorded in 
NRS Table 4B, which is now a required table.   
 
All test scores need to be dated on the exact date the test was given.  Test documentation must be available in 
the students’ files and is subject to monitoring during site visits and program reviews.   
 
In AERIS, only users with the role of a Local Education Agency (LEA) Administrator may approve data.  Data 
entry personnel should not be responsible for approving data.  The local program director should approve all 
data.  Data audits will be conducted by the Adult Education Division during on-site reviews to verify the 
accuracy of data in AERIS and to verify that correct assessment procedures have been followed. 
 
PLEASE NOTE:  The final date for data entry into AERIS for fiscal year 2015-16 is Thursday, September 1, 
2016.  
 
According to Assurance #13 of the Adult Education Division Assurances, which is signed at the time of the adult 
education grant award, all programs that receive adult education funds agree to submit student data according to 
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schedules set by the Adult Education Division.  If programs are missing data in AERIS, or have data with errors or 
deviations, they will be notified by a program advisor and will be required to correct the problem within one month.  
According to Assurance #33, the Adult Education Division may reduce funding or terminate agreements in part or 
whole if it has been determined that a program has failed to comply with the assurances.   
 

Exhibit 1.1 lists the core and secondary measures of the NRS.  The core measures apply to all adult education 
students receiving 12 or more hours of service.  There are three types of core measures: 

•  Outcome measures include educational gain, entered employment, retained employment, receipt of 
secondary school diploma or general education development (GED®) certificate, and placement in 
postsecondary education or training. 
 

Exhibit 1.1 
Summary of NRS Measures and Definitions 

 
Topic Measures Categories or Definitions 

Core Outcome Measures 
Educational gains v Educational gains v Educational functioning levels in reading, 

writing, speaking, and listening and 
functional areas 

Follow-up measures v Entered employment v Learners who obtain a job by the end of 
the first quarter after the exit quarter  

 v Retained employment v Learners who obtain a job and remain 
employed in the third quarter after 
program exit  

 v Receipt of secondary school 
diploma or GED® 

v Learners who obtain a GED®, secondary 
school diploma, or recognized equivalent 
after exit. 

 v Placement in postsecondary 
education or training 

v Learners enrolling after exit  in a 
postsecondary educational or 
occupational skills program building on 
prior services or training received 

Core Descriptive and Participation Measures 
Demographics v Race/Ethnicity v American Indian or Alaska Native, Asian, 

Native Hawaiian or Other Pacific Islander, 
Black or African American (non-Hispanic), 
Hispanic or Latino, White (non-Hispanic) 

 v Gender v Male, female 

 v Age v Date of birth 
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Exhibit 1.1 (Continued)  
Summary of NRS Measures and Definitions 

 
Topic Measures Categories or Definitions 

Core Descriptive and Participation Measures 
Status v Labor force status v Employed, not employed, not in labor 

force 

 v Public assistance status v Receiving or not receiving assistance 

 v Rural residency v Rural, not rural 

 v Disability status v Disabled, not disabled 

 v Highest degree or level of school 
completed 

v Highest grade level of school completed 
in US or abroad, college, secondary 
credential, postsecondary degree  

Student participation v Contact hours v Number of hours of instructional activity 

 

 

 

v Program enrollment type v ABE, ASE, ESL, family literacy, 
workplace programs, homeless programs, 
correctional facilities, community 
corrections programs, other institutional 
programs 

Teacher status v Total years of experience 

 

v Teacher certification 

v Total number of years of experience 
teaching 

v Certification in K-12, special education, 
adult education, TESOL  

Secondary Outcome and Student Status Measures (Optional) 
Employment v Reduction in receipt of public 

assistance 
v Students whose welfare benefits  or 

equivalent public assistance grant is 
reduced or eliminated due to employment 

Work-based project learner 
achievement 

v Met work-based project learner 
goal 

v Achieved skills for work-based project 
learner activity (activity of at least 12 
hours and no more than 30 hours of 
instruction related to a teach specific 
workplace skills) 
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Exhibit 1.1 (Continued)  
Summary of NRS Measures and Definitions 

 
Topic Measures Categories or Definitions 

Secondary Outcome and Student Status Measures (Optional) 
Community  v Achieved citizenship skills v Achieve the skills needed to pass the 

citizenship exam 

 v Voting behavior v Learner registers to vote or votes for the 
first time 

 v General involvement in community 
activities 

v Learner increases involvement in 
community activities 

Family  v Involvement in children’s education v Learner increases help given for 
children’s school work, contact with 
teachers to discuss education, and 
involvement in children’s school 

 v Involvement in children’s literacy-
related activities 

v Learner increases the amount read to 
children, visits libraries, or purchases 
books or magazines for children 

Student status v Low-income status v Low income, not low income 

 v Displaced homemaker v Displaced homemaker, not displaced 
homemaker 

 v Single-parent status v Single parent, not single parent 

 v Dislocated worker v Dislocated worker, not dislocated worker 

 v Learning disabled adult 

 

v Learner’s goals for attending 

 

v Learning disabled, not learning disabled 
 

v Obtain a job, retain current job, improve 
current job, earn a secondary school 
diploma or GED®, enter postsecondary 
education or training, improve basic 
literacy skills, improve English language 
skills, citizenship, work-based project 
learner goal, other personal goals 

 
• Descriptive measures include student demographics, reasons for attending, and student status.  

• Participation measures include contact hours received and enrollment in instructional programs for special 
populations or topics, such as family literacy or workplace literacy.   
 

Each program year, performance standards required by WIA are negotiated by OCTAE and the state office of 
Adult Education.  The negotiations begin with the previous year’s performance and new targets are set for the 
year.  The outcomes used to measure performance include the core measure of educational gains and follow-up 
outcome measures of earn a high school equivalency diplomacy or GED, enter postsecondary education/training, 
enter employment, and retain employment.  Incentive grants that states may receive are tied to performance 
outcomes.   
The NRS secondary measures include additional outcome measures related to employment, family, and 
community. Adult education stakeholders believe these are important to understanding and evaluating adult 
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education programs. States are not required to report on the secondary measures and no performance standards 
are tied to them. However, programs are expected to develop goals for each enrolled student in efforts to prepare 
them for college and career readiness.  The optional secondary measures are not used as a basis for incentive 
grant awards. There also are secondary student status measures that define target populations identified in WIA. 
These measures are provided for States that want to report on the services provided to these populations. 
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Chapter 2: Core Outcome Measure:  Educational Gain 
 

Definition: Learner completes or advances one or more NRS Educational Functioning Levels (EFL) from the 
starting level measured on entry into a program.   
 

Applicable Population: All Enrolled Learners.  This is the assumed goal of all adult education and 
literacy students.  Therefore, this goal does not appear as a specific data field in AERIS.  All student 
achievement of this goal will be recorded in NRS Table 4 and Table 4B.   
 

Collection Procedure: Using one of the standardized testing instruments approved by the National Reporting 
System and the Adult Education Division, an individual learner’s Educational Functioning Level (EFL) is determined 
within the NRS score ranges.  The following pages of this manual contain the most recent NRS score ranges for each 
Educational Functioning Level for the approved testing instruments.   
 

Federal Reporting:  Total number of learners who complete a level during the program is reported, and a rate 
or percentage of level completion is computed.  The number who continue in the program after completing a level, the 
number who fail to complete a level and leave the program, and the number who remain in the same level are 
recorded to obtain a fuller picture of student flow and retention. 

 
ALL TEST SCORES must be entered into AERIS by the 15th of the following month and approved by the 22nd of the 
following month.  This also includes post-test scores in which students do not show educational gains.  Students with 
both a pre-test and post-test will be recorded in NRS Table 4B, which is now a required table.  All test scores need to 
be dated on the exact date the test was given.  Test documentation must be available in the students’ files and is 
subject to monitoring during site visits and program reviews.   
 
REMINDER:  The final date for data entry into AERIS for fiscal year 2015-16 is Thursday, September 1, 2016.  
 
Programs are required to meet 80% of the Core Indicators of Performance to be considered Effective and Efficient 
according to the criteria established by the State Board of Workforce Education and Career Opportunities under 
authority granted by Arkansas Act 1280 of 2007, Section 30. These Criteria are found in the Arkansas Adult 
Education Program Policies:  
 
http://ace.arkansas.gov/adultEducation/programs/Documents/Adult_Ed_Forms/ArkansasAdultEducationPoliciesPr
ocedures.pdf 
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National Reporting System for Adult Education 
 

Educational Functioning Level Score Ranges 
 

Adult Basic Education (ABE) and Adult Secondary Education (ASE) Levels 
 
 
1.1 Beginning ABE Literacy 
 
 
Test Benchmark: 
TABE (9-10) scale scores: (grade 
level 0 -1.9) 
      
Reading: 367 and below 
Total Math: 313 and below 
Language: 389 and below 

1.2 Beginning Basic Education 
 
 
Test Benchmark: 
TABE (9-10) scale scores: (grade 
level 2-3.9) 
      
Reading: 368-460 
Total Math: 314-441 
Language: 390-490 

1.3 Low Intermediate Basic 
Education 

 
Test Benchmark: 
TABE (9-10) scale   scores: (grade 
4-5.9) 
      
Reading:  461-517 
Total Math:  442-505 
Language:  491-523 

1.4 High Intermediate Basic 
Education 

 
Test Benchmark: 
 TABE (9-10) scale scores: (grade 
level 6-8.9) 
      
Reading:  518-566 
Total Math:  506-565 
Language:  524-559 
 
 
 

1.5 Low Adult Secondary 
Education 

 
Test Benchmark: 
TABE (9-10) scale scores: (grade 
level 9-10.9) 
      
Reading:  567-595 
Total Math:  566-594 
Language:  560-585 

1.6 High Adult Secondary 
Education 

 
Test Benchmark: 
TABE (9-10) scale scores: (grade 
level 11-12.9) 
      
Reading:  596 and above 
Total Math:  595 and above 
Language:  586 and above 
  
Exit Criteria: Pass the GED® 
Tests 

 
TABE or TABE Online = Test of Adult Basic Education (Standard or Online format) 
GED® = General Education Development  
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National Reporting System for Adult Education 
 

Educational Functioning Level Score Ranges 
 

English as a Second Language (ESL) Levels 
 
 
1.7 Beginning ESL Literacy 
 
 
Test Benchmark: 
     SPL Speaking 0-1 
     SPL Reading/Writing 0-1 
 
BEST Literacy: 0-20 
CASAS (Life Skills): 180 and below 
BEST Plus: 361 and below 
TABE CLAS-E 
     Reading/Writing  225-394 
     Listening/Speaking 230-407 
 

1.8 Low Beginning ESL 
 
 
Test Benchmark: 
     SPL Speaking 2 
     SPL Reading/Writing 2 
       
BEST Literacy: 21-52 
CASAS (Life Skills): 181-200 
BEST Plus: 362-427 
TABE CLAS-E 
     Reading/Writing  395-441 
     Listening/Speaking 408-449 
 

1.9 High Beginning ESL 
 
 
Test Benchmark: 
     SPL Speaking 3 
     SPL Reading/Writing 3 
      
BEST Literacy: 53-63 
CASAS (Life Skills): 201-210 
BEST Plus: 428-452 
TABE CLAS-E 
     Reading/Writing  442-482 
     Listening/Speaking 450-485 
 

1.10  Low Intermediate    
     ESL 

 
Test Benchmark: 
     SPL Speaking 4 
     SPL Reading/Writing 4 
 
BEST Literacy:  64-67 
CASAS (Life Skills):  211-220 
BEST Plus: 453-484 
TABE CLAS-E 
     Reading/Writing  483-514 
     Listening/Speaking 486-525 
 

1.11 High Intermediate 
    ESL 

 
Test Benchmark: 
    SPL Speaking 5 
    SPL Reading/Writing 5-6 
 
BEST Literacy:  68-75 
CASAS (Life Skills):  221-235 
BEST Plus: 485-524 
TABE CLAS-E 
     Reading/Writing  515-549 
     Listening/Speaking 526-558 
 

1.12  Advanced ESL 
 
 
Test Benchmark: 
     SPL Speaking 6 
     SPL Reading/Writing 6  
      
BEST Literacy:  76+ 
CASAS (Life Skills):  236-245 
BEST Plus: 525-564 
Exit Criteria: BEST Literacy-
none, CASAS 236+, or BEST Plus 
507+ 
TABE CLAS-E 
     Reading/Writing  550-607 
     Listening/Speaking 559-600 
 

 
BEST = Basic English Skills Test  
CASAS = Comprehensive Adult Student Assessment System 
SPL = Student Performance Level  
TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment - English 
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Standardized Testing Instruments 

 
 
Subject: Standardized Testing Instruments 
 
REFERENCE: Adult Education Program Policies 
 
POLICY:  Only the following state, National Reporting System for Adult Education (NRS), and Division of 
Adult Education and Literacy (DAEL) approved standardized tests will be utilized for pre-test, post-test, 
and continued student assessment for adult education students: Test of Adult Basic Education; Basic 
English Skills Test, and Comprehensive Adult Student Assessment System (Life Skills Assessment for 
ESL only).  Other NRS/DAEL-approved standardized testing instruments, forms and version may be used 
with the written approval of the Deputy Director of Adult Education.  Different forms of the same test must 
be used for the pre-test and the post-test.  Local programs will pre-test and place all students into an 
educational functioning level (EFL) at intake or shortly after intake, within the first 12 hours of instruction. 
 
Post-testing of adult learners is to measure performance and completion of an educational functioning 
level.  Within the fiscal year, students should be post-tested according to the test publisher’s guidelines 
approved by the United States Office of and Adult Education.  Students should be assessed within 180 
calendar days (defined as weekdays, weekends, and holidays) after the previous assessment to reflect a 
more current measurement of performance. 
 
INFORMATION/RATIONALE:  The levels of performance will be expressed in an objective, quantifiable, 
and measurable form and will show the progress of the state toward continuously improving in 
performance.  According to the National Reporting System of Adult Education Implementation Guidelines, 
states must require local programs to measure educational gain with standardized assessments that are 
appropriate for measuring education gain within the NRS framework and conform to accepted 
psychometric standards for validity and reliability. 

 
EFFECTIVE DATE: JULY 1, 1991 
 
REVISED DATE: SEPTEMBER 13, 1993 
REVISED DATE: APRIL 18, 2003 
REVISED DATE: DECEMBER 7, 2006 
REVISED DATE: NOVEMBER 15, 2008 
REVISED DATE: JUNE 4, 2011 
  
 
 

 
 
 
 
 
 

Guidelines for Pre-Testing and Post-Testing 
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Traditional vs. Non-Traditional Justification in AERIS 

 
Justification allows the test batteries to be limited to fewer tests than the battery traditionally requires.  Justification is 
used so the system ‘knows’ how many tests will be used to calculate the OVERALL EFL.  The overall EFL is based on 
the lowest score of the test battery.   

• Traditional: Overall EFL is calculated based on the lowest of  three subject area scores,  
• Non-Traditional 1:  Overall EFL is calculated based on one subject area score,  
• Non-Traditional 2:  Overall EFL is calculated based on the lowest of two subject area scores.         

 
Students may pre-test in all three subject areas of the Test of Adult Basic Education Assessment (TABE), and the 
lowest test score will establish the student’s entering Educational Functioning Level. If a student chooses to focus 
his/her studies on a different subject area, then only that test score should be entered into AERIS.  Please note the 
entering score becomes the student Educational Functioning Level (EFL) for the program year.  The student’s 
completion and advancement can be tracked in AERIS using the federal Table 4 (only one advancement per student is 
possible during a fiscal year, even if a student is enrolled in multiple programs).   
	
The number of level gains a student has made during the program year may be tracked in AERIS on the state’s 
custom table, NRS Functioning Level Gains by Test. This table is not used for Federal reporting purposes. 
 
 
Distinction between EFL Level with Federal Table 4 and State Report, NRS Functioning Level Gains by Test 
	
Overall EFL is determined by the lowest level of the assessment battery.   
 
If the student is Non-Traditional 2 and tests at Level 2 in Reading and Level 3 in Math, the overall EFL is Level 2. The 
overall EFL will be changed when this student improves from Level 2 to Level 3 or higher in Reading after post-testing.   
 
In the example above, the student could pre-test as Level 2 in Reading and Level 3 in Math. Should the student 
improve his Math score from Level 3 to Level 4, he/she will qualify for inclusion as completing a gain on the state’s 
custom report, NRS Functioning Level Gains by Test, but will not receive a level gain on the federal Table 4 because 
the lowest score, Reading, did not increase to the next level.   
 
NOTE:  In order to meet Table 4 requirements and the negotiated benchmark targets, the lowest score must increase 
to achieve a level gain by the end of the fiscal year. 
 
In order to change an existing student’s test battery or change from Traditional to Non-Traditional justification, a 
student will need to post-test in the same content areas before the justification can be changed. If a Traditional 
Justification student or Non-Traditional student makes an educational functioning level gain in a content area, their 
entering EFL persists through the entire fiscal year regardless of whether s/he regresses, advances, completes or 
never tests again.  
 
 
Test of Adult Basic Education (TABE) 
 
All students (100%) who are registering for classes must be pre-tested before having received 12 hours of instruction, 
though not required to pre-test at the time of initial intake. Any instructional hours completed prior to pre-testing will not 
be counted toward the number of hours needed for post-testing. Sixty-five percent (65%) of students that are pre-
tested must be post-tested by the end of the fiscal year.  To calculate the post-test rate, divide the Total Number of 
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Enrolled Students (Column B) on Table 4B by the Total Number of Enrolled Students on Table 4.1 (Column B). To see 
the educational gains made by pre- and post-tested students, refer to Table 4B.  All post-tests must be within 180 
days. 
 
NOTE: After 180 days, the next test given will be considered the pre-test instead of the post-test. 
 
For continuing students, AERIS will automatically roll over a student’s last test score(s) from one program year to the 
next to determine the student’s Entering Educational Functioning Level (EFL) for the new fiscal year.  The roll-over 
student’s last assessment(s) lowest EFL from the previous year will be the new starting EFL. Directors must ensure 
that all student information is correct in AERIS so that roll-over information is accurately reflected on reports.  
 
Programs must follow the test publishers’ guidelines regarding test administration and must also follow the test 
publishers’ guidelines in selecting the correct test level for each student’s assessment.  The Test of Adult Basic 
Education (TABE) Locator Test (paper, audiocassette, or computer formats) must be used to determine the level of 
TABE to be administered: Easy, Medium, Difficult, or Advanced levels (E, M, D, or A).   
 
Programs may choose to use either the TABE Complete Battery or the Survey.  Learners with very low reading skills 
who cannot complete the Locator Test should be administered the TABE Literacy Level (L). The pre-test and post-test 
should be the same level and battery but a different form. 
 
The TABE is comprised of three content areas (Reading, Language, and Mathematics) and is appropriate for all levels 
of adult basic education and literacy students, from non-readers (Level L) up to learners who are preparing to take the 
General Educational Development (GED®) tests. The TABE 9&10 Survey takes about 2 hours, and the Complete 
Battery takes about 3.5 hours. Times for other TABE versions vary. Please refer to the publishers’ guidelines TABE 
test times below: 

  
If the learner is functioning in different levels (Beginning ABE Literacy, Low ASE, etc.) in different subject areas 
(reading, language, mathematics) the lowest functioning level will be the basis for the NRS Entering of Educational 
Functioning Level placement.  To determine educational gain, the learner should be assessed again, post-tested, after 
an instructional period with a different form of the same test.  Again, if the learner shows progress by moving up to the 
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next higher EFL in any one of the content areas tested, the learner has made an educational gain.  Sixty-five percent 
(65%) of all students who are pre-tested must be post-tested. 
 

For example: a student’s TABE Locator reading score indicates the appropriate level of testing is Level M.  
The student is then given the TABE Form 9, Level M reading pre-test.  After a period of instruction (based on 
test publishers guidelines), the student needs to be given the TABE Form 10, Level M as a post-test.   
 

NOTE: Do not post-test with the same form and do not post-test with a different level. 
 
If the student shows gain, then the student may be tested in the future with a higher level TABE, for example Level D. 
Advancement(s) will be recorded in Table 4 and a minimum of one educational gain per year is recommended to meet 
the NRS core indicators of performance.   If the student does not show progress, then the student needs to receive 
further instruction.  After a second instructional period, the student may post-test a second time according to the test 
publisher’s guidelines.  The program needs to alternate the testing forms (TABE 9 and TABE 10) at each assessment. 
 
Note: Every student should be encouraged to make as many educational functioning level (EFL) gains as 
possible. Do not stop after one EFL gain is achieved. Every administration of an assessment test must be 
recorded in AERIS. Failure to follow post-testing guidelines could result in a reduction of funding. 
 
Other assessments, such as the Wide Range Achievement Test, Slosson Oral Reading Test, and Jordan Oral 
Screening Test, among others, including teacher-generated assessments, may be given to help inform instruction; 
however they may not be used to place a student in an EFL or to determine educational gain or EFL advancement.  If 
a student is not pre-tested and post-tested with an NRS-approved and state-approved testing instrument, educational 
gain cannot be determined for that student. 
Note: If a student is given a test other than an NRS and State approved testing instrument to help inform 
instruction, the time should be recorded as instruction. 
 

APPROVED NRS ESL ASSESSMENTS 
 

TABE Complete Language Assessment System-English (TABE CLAS-E™) 
TABE CLAS–E is an integrated system of assessments, instructional guidance, and staff development materials 
designed to measure adult learners' English language proficiency and aid in transitioning learners into mainstream 
education programs or career paths. 
 
TABE CLAS–E provides you with the resources to assess the language proficiency of adult English language learners 
in the areas of reading, listening, writing, and speaking. Scores are linked to TABE 9&10, which helps ease your 
students' transition into the nation's leading adult basic education programs. 
 
The items and passages in TABE CLAS–E focus on workplace, community, and education contexts that are practical 
and familiar and that will motivate adult learners. The TABE CLAS–E items are aligned with the NRS English as a 
Second Language (ESL) Educational Functioning Level Descriptors, Student Performance Levels, and several state 
standards for English language proficiency. TABE CLAS–E makes it easy for you to pinpoint student strengths and 
areas of opportunity and to demonstrate student gains for NRS reporting purposes. 
 
 
Basic English Skills Test (BEST) 
The Basic English Skills Test (BEST) is appropriate for English as Second Language (ESL) students.  The BEST tests 
are available for the listening/speaking content areas (BEST Plus) and reading/writing content areas (BEST Literacy).  
In addition to the BEST assessments, the Comprehensive Adult Student Assessment Systems (CASAS) is appropriate 
for English as Second Language (ESL) students.   
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NOTE: When ESL students score above the Advance ESL NRS Level score range, then they should be given the 
TABE in order to be able to show educational progress. They should be separated from AERIS and re-entered using 
the TABE score as a non-ESL student. 
 
Optional: Students do not need to be assessed in all of the content areas.  The local program must decide the skill 
areas most relevant to each student’s needs or the program’s curriculum and assess students in these areas. 
Assessments should also be in the area(s) in which instruction will be focused.   
 
Comprehensive Adult Student Assessment System (CASAS) 
Adult Education programs and Literacy Councils may use CASAS for ESL student assessment.  CASAS assessments 
are valid and reliable for both native and non-native speakers of English and assess the modalities of reading, math, 
listening, speaking and writing. CASAS tests can be administered on paper, by computer, and via the Internet. In 
addition to certifying basic skills attainment, CASAS measures learner progress on a standardized scale that ranges 
from the lowest literacy skills to high school exit and transition to postsecondary education and training. 
 

o Test-takers appreciate CASAS assessments because test items are written in the context of 
everyday situations related to life and work. 

o Administrators appreciate CASAS because the standardized tests are able to track longitudinal 
progress and to certify attainment of benchmark levels of proficiency. 

o Employers appreciate CASAS because test results provide an international standardized 
benchmark system for certifying work-related basic skills and English-language proficiency. 

Programs must follow the test publishers’ guidelines regarding test administration and must also follow the test 
publishers’ guidelines in selecting the correct test level for each student’s assessment.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Recommended Number of Instructional Hours Between Pre-test and Post-test 
 
Post-testing shall occur after completion of an instructional period. The Office of Career, Technical, and Adult 
Education (OCTAE)/Division of Adult Education and Literacy (DAEL) has approved the following 
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recommendations from CTB McGraw Hill as the number of instructional hours required between the pre-test and 
post-test for the TABE 9/10, the TABE CLAS-E, and CASAS: 
 

NRS Test Recommended Number of Instructional Hours  
Between Pre-Test and Post-test 

TABE ONLINE, TABE 9 & 10 
Alternate Form 

 
 

50-60 hours of instruction is recommended when testing with an alternate 
form (ie. 9M to 10M) for students that test into NRS Levels 1-4 (ABE) with a 
minimum of 40 hours.   
 
For students testing into NRS Levels 5 and 6 (ASE Low and High) 30-59 
hours of instruction is recommended.  

TABE ONLINE, TABE 9 & 10 
Same Form Testing 

120 hours of instruction is recommended when testing with the same form (ie 
9M to 9M). 

TABE CLAS-E 
Alternate Form Testing 

60-95 hours of instruction is recommended when testing with an alternate 
form (ie. A2 to B2) with a minimum of 50 hours. (This assessment is used 
for ESL Students). 

TABE CLAS-E 
Same Form Testing 

100-140 hours of instruction is recommended when testing with the same 
form (ie A2 to A2) with a minimum of 50 hours. (This assessment is used for 
ESL Students). 

CASAS 
Alternate Form Testing 

70-100 hours of instruction is recommended when testing with an alternate 
form (ie R2.3 A to R2.3 B) with a minimum of 40 hours. 

Basic Education Skills Test 
(BEST) Literacy 
BEST Plus 

80 – 100 hours of instruction is recommended before testing with a minimum 
of 60 hours.   

REFERENCE: Revised January 6, 2011 by the National Reporting System for Adult Education  



AR	2015-2016	Assessment	Policy	&	Distance	Education	Guidelines	(Rev.	05/20/2015)				 Page | 

	
 

Special Populations 
 

Sixteen and Seventeen-Year-Old Students: 
Programs with students who are 16 and 17 years old must follow the guidelines outlined in Arkansas Act 1659 of 2001 
and Act 604 of 2003.  Refer to the Arkansas Adult Education Program Policies for further information on serving 16 and 
17-year-old students (http://ace.arkansas.gov/adultEducation/informationForms/Pages/programPolicies.aspx). 
 
English Language Learners: 
Programs with English language learners should have their Intake Form and their class schedule of English as a 
Second Language (ESL) classes available in the most common foreign languages of the program’s community.  
Programs should assess ESL students with the Basic English Skills Test (BEST), CASAS (Life Skills), or TABE 
Complete Language Assessment System-English (TABE CLAS-E™)- as soon as possible at intake or shortly after 
intake, but before the students receive 12 hours of instruction.   
 
The Adult Education Division recommends that ESL students be given both an oral version and a literacy version of the 
tests, and then be placed according to the lowest EFL.  The BEST Plus (an oral test) is a computer-adaptive test with 
multiple test versions built into the programming.  A different form of the test is therefore given each time the student 
takes the computer-adaptive version.  The BEST Plus also has three different print-based scoring versions.  The BEST 
Literacy test was updated by the Center for Applied Linguistics 12/09/09 and is available in three forms (B, C, and D).  

 
Students with Disabilities: 
Students with documented disabilities will be granted reasonable accommodations upon request during testing and 
instruction. The audiocassette or CD format of TABE (Survey, Levels E–A) and the Locator are valid substitutes for the 
paper format and are available through the Arkansas Adult Learning Resource Center (AALRC) (501-907-2490, or 
800-832-6242).   

 
TEST ACCOMMODATIONS: 

 
According to CTB/McGraw-Hill, publishers of the TABE: 
Questions about Accommodations  
 

Q. When administering TABE, can we offer accommodations for students with special needs?  
A testing accommodation is a change made to the test administration procedure to provide equal access 
for students with disabilities to demonstrate their knowledge and skills. If an accommodation is employed, 
it is important that the selected accommodation minimize any advantage or disadvantage of completing 
the test. In particular, if the accommodation under consideration is not used in instruction, then it should 
not be used in the testing situation.  
TABE-PC is appropriate for some students who have difficulty taking paper-and-pencil tests. Some TABE 
administrators have made other accommodations such as allowing extra time to complete the test or 
letting students mark answers in test booklets rather than on separate answer sheets. Additional 
accommodation suggestions are available in CTB/McGraw-Hill’s Assessment Accommodations Checklist 
(#53682); order online or call Customer Services at (800) 538-9547.  

 
Q. May I administer TABE as an untimed test?  

If you use different time limits than were used in the standardization process, it compromises the 
interpretation of the norms. However, CTB recognizes that time extensions may be warranted to 
accommodate persons with certain disabilities, or when TABE is being used exclusively to diagnose the 
learning objectives an individual still needs to master.  
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Q. Are there special editions of TABE for people with visual disabilities?  

Yes. Large-print, Braille, and audio editions of TABE Forms 9&10 are available from CTB/McGraw-Hill 
and may be ordered by calling Customer Services toll-free at (800) 538-9547 or through our Web site at 
www.ctb.com. 

 
Q. How should we interpret scores when we administer TABE under non-standard conditions?  

Whenever non-standard directions and time limits are utilized, norm-referenced comparisons should be 
treated with great caution, since the only norms available are those based on test administrations using 
standard directions and time limits. Nonetheless, CTB/McGraw-Hill believes that information about 
instructional strengths and student needs can be obtained from a non-standard test administration. This is 
best done by focusing on the curriculum-referenced or objective mastery information the test can provide. 
For more information, consult CTB’s publication, Guidelines for Using the Results of Standardized Tests 
Administered Under Non-Standard Conditions. Obtain your free copy by calling Customer Services at 
(800) 538-9547.  

 
 
 
According to the CASAS Assessment Policy Guidelines, October 2013: 
 
Accommodations in testing alter the conditions for administering a test or change the nature of an assessment 
instrument, allowing test takers with disabilities to demonstrate their skills and abilities more accurately. Proper 
accommodations meet the needs of examinees without changing what a test is intended to measure. 
 
Local test administrators may provide or allow some accommodations in test administration procedures or environment 
for documented disabilities without contacting CASAS.  
 
Accommodations procedures are applicable to all CASAS tests and include: 

• accommodations in test time 
• giving supervised breaks 
• or providing a sign language interpreter for test administration directions only 
• testing in an alternate room 
• using a colored overlay 
• large print test booklets and answer sheets  
• allowing extended time 

 
Additionally, CASAS test forms that may be appropriate for learners with a disability include CASAS eTests, computer-
adapted and computer-based tests, and large-print tests. CASAS large-print tests include Beginning Literacy Reading 
Assessment, ECS test booklets, Life and Work test booklets, and Secondary Level Assessment test booklets in math. 
Large-print answer sheets are also available. A Life and Work test form in Braille format measures basic literacy skills 
for learners who are blind or have a visual impairment. 
 
It is not an appropriate accommodation in test administration procedures to read a CASAS reading test to a learner 
with low literacy skills or blindness. 
 
The paper Guidelines for Providing Accommodations Using CASAS Assessment for Learners with Disabilities provides 
more detailed information on providing accommodations. This document is available at www.casas.org. 
 
According to the Center for Applied Linguistics, publishers of BEST: 
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Testing Accommodations for BEST Plus and BEST Literacy 

 
According to the test publisher, programs administering BEST Plus and BEST Literacy are responsible for 
providing accessible services and for making sure that requests for accommodations are considered and 
handled in a manner consistent with applicable laws and regulations. Program and test administrators may 
provide and allow accommodation in test administration procedures or in the testing environment for 
individuals with disabilities, provided that the accommodation does not compromise the purpose of the test. 
Testing environment accommodations for either test might include frequent breaks or individual administration 
of BEST Literacy.  
 
In the case of BEST Literacy, the purpose of the test is to obtain a measure of reading and writing in English. 
Permissible accommodations related to BEST Literacy test administration include the use of eyeglasses or 
magnifying glasses, earplugs, color overlays, or rulers.  
 
The purpose of BEST Plus is to obtain a measure of listening and speaking in English. Permissible 
accommodations related to BEST Plus include the use of hearing aids. BEST Plus is not designed to assess 
the communicative language skills of hearing- or speech-impaired students, nor should it be used with visually 
impaired students, as some of the questions depend on a photographic stimulus.  

 
It is not an appropriate accommodation for a test administrator to read BEST Literacy test questions to an 
examinee with sight impairment as BEST Literacy is a test of reading. Similarly, it is not an appropriate 
accommodation for a BEST Plus test administrator to allow an examinee to read the on-screen prompts as 
BEST Plus is a listening, not a reading, test.     

 
 

The following interventions do not require disability documentation and may be provided during testing: use of a large-
print version, use of a straight edge, use of colored overlays, request to sit near a window (away from fluorescent 
lights), use of graph paper, or taking individual tests on different days. 
  
All programs must begin the process of screening for learning disabilities during student intake.  The process, 
administered by trained personnel, includes the use of a validated learning disabilities screening tool, follow-up 
interview to review results of the screening tool, and appropriate further steps for investigating diagnostic referrals as 
warranted by the screening process.  For further information regarding learning disabilities, accommodations, and 
training in administering a learning disabilities screening tool, programs should contact Ms. Patti White, the state 
Disabilities Project Manager (479-232-5760, or 800-569-3539).  

 
Training and Other Assessments 

 
Training on test administration is available from Arkansas Adult Learning Resource Center (AALRC) on a regular 
basis. Contact AALRC for the most current calendar of training events (501-907-2490, or 800-832-6242) 
www.aalrc.org.  AALRC maintains records (sign-in sheets, certificates (if applicable), and the ESC Web online 
registration system) for all persons trained for each assessment conducted at AALRC. AALRC also maintains records 
of the trainers who conduct each workshop.    
 

According to CTB/McGraw-Hill: 
Adult educators who have a general knowledge of measurement principles and are willing to abide by the 
assessment standards of the American Psychological Association may administer TABE. These professional 
standards require TABE administrators to follow specific guidelines, such as keeping tests in a secure place and 
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administering them only as directed. For additional information, see the Purchaser’s Qualification Statement in the 
back of the CTB/McGraw-Hill Assessment Products and Services Catalog. TABE: www.ctb.org 

 
Only trained personnel, who are certified by the Center for Applied Linguistics, may administer the BEST Plus 
assessment.  Trainings on BEST Plus test administration will be given at the Arkansas Adult Learning Resource 
Center (AALRC) on a regular basis (501-907-2490, or 800-832-6242). Refresher courses on the BEST Plus will also 
be held at AALRC on a regular basis.  It is recommended that BEST Plus examiners take a refresher course every one 
to two years.   
 
The Center for Applied Linguistics does not require training to administer BEST Literacy.  Program administrators, test 
administrators, and test scorers should thoroughly review the BEST Literacy Test Manual - 2008 Edition in order to 
become familiar with proper testing and scoring procedures. The BEST Literacy Test Manual - 2008 Edition provides 
comprehensive information about administering and scoring the three forms (B, C, and D) of the test as well as 
information for interpreting the results and technical information. BEST: www.cal.org/BEST 
 
CASAS requires agencies to complete a training workshop before ordering and administering most tests. Training is 
available at the annual CASAS National Summer Institute in June, through regional training workshops, in a distance 
training format, at the CASAS San Diego office, and on-site at your agency. Training is necessary to maintain the 
integrity and quality of the assessment process.  CASAS: www.casas.org 
 
Teachers and other local staff will be involved in gathering, analyzing, compiling, and reporting data for NRS. Training 
on conducting assessment administration at AALRC will also include the following topics: NRS policy, accountability 
policies, the data collection process, and the definitions of measures. New staff members need to attend the 
appropriate training prior to administering assessments. Previously trained staff should attend refresher courses (every 
two to three years) to become familiar with any assessment updates.   
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Chapter 3:  Follow-up Outcome Measures 
 
 
Follow-up Measure #1:  Entered Employment 

Definition:  Learner enters employment by the end of the first quarter after the program exit quarter.  
Employment is working in a paid, unsubsidized job or working 15 hours or more per week in an unpaid job on a farm or 
business operated by a family member or the student.  The exit quarter is the quarter when instruction ends; the 
learner terminates or has not received instruction for 90 days, and is not scheduled to receive further instruction. A job 
obtained while the student is enrolled can be counted for entered employment and is reported if the student is still 
employed in the first quarter after exit from the program.   

Applicable Population:  Learners who are not employed at time of entry and in the labor force who exit 
during the program year. 

Federal Reporting:  States report the total number of unemployed learners in the labor force who enter 
employment and exit during the program year and the total number of learners in the labor force who are unemployed 
at entry who exit during the program year.  Entered employment rate is computed by dividing these numbers. 

 

Follow-up Measure #2:  Retained Employment 

Definition:  Learner remains employed in the third quarter after exit quarter. 

Applicable Population: Learners who, at time of entry, were not employed and in the labor force, who are 
employed in the first quarter after exit quarter, and learners employed at entry.  

 
Federal Reporting:  States report the total number of learners in the applicable population (see above) 

who are employed in the third quarter after program exit and the total applicable population (i.e., the number of 
learners in the labor force who were unemployed at entry, and who entered employment; and learners who are 
employed at entry).  The retained employment rate is computed by dividing the number of learners who retain 
employment by the total applicable population. 

 

Follow-up Measure #3:  Receipt of a Secondary School Diploma  
Definition:  The learner obtains certification of attaining passing scores on GED® tests, or the learner obtains 

a diploma or State-recognized equivalent, documenting satisfactory completion of secondary studies (high school or 
adult high school diploma). 

Applicable Population:  All enrolled learners who take all GED® tests, or are enrolled in adult high 
school∗ at the high ASE level, or are enrolled in the assessment phase of the EDP who exit during the program 
year.  

Federal Reporting:  States report the total number of learners in the applicable population (see above) 
and the number of learners who pass all GED® tests or obtain secondary school diplomas who exit. To compute a 
rate or percentage of attainment, the number of students receiving a secondary school diploma or pass the GED® is 
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divided by the total number of learners in the applicable population who exit during the program year.  If a State has 
a policy officially recognizing attainment of a foreign language GED® as receipt of a secondary school diploma or its 
recognized equivalent, the State may also report attainment of a foreign language GED® in the NRS for adult literacy.  
A passing score on the GED® test is defined by the State and must be consistent with State policies relating to the 
issuance of a high school diploma or its equivalent. 

 

Follow-up Measure #4:  Entered Postsecondary Education or Training 

Definition:  Learner enrolls in a postsecondary educational, occupational skills training program, or an 
apprenticeship training program that does not duplicate other services or training received, regardless of whether the 
prior services or training were completed.  

Applicable Population:  All learners who passed the GED® tests or earned a secondary credential while 
enrolled in adult education, or have a secondary credential at entry, or  are enrolled in a class specifically 
designed for transitioning to postsecondary education who exit during the program year.  A transition class is a 
class that has a specific purpose to prepare students for entry into postsecondary education, training or an 
apprenticeship program.  

Federal Reporting:  The total number of learners who enter postsecondary education or a training program 
and the total number of students in the applicable population (see above) who exit during the program year are 
reported.  Entry into postsecondary education or training can occur any time from the time of exit till the end of 
the following program year.  To compute a rate of placement, the number of students enrolling in postsecondary 
education or training, through the end of the program year following the year of program exit, is divided by the total 
number of learners in the applicable population who exited during the program year. 

 

Collection and Follow-up Measures 

The entered employment measure must be collected from students who leave the program by the end of the first 
quarter after they exit.  A job obtained while the student is enrolled can be counted for the entered employment 
measure, but it is still measured and reported in the first quarter after the student exits.  Retained employment must be 
collected in the third quarter following exit from the program, for students who entered employment according to the 
NRS definition and employed students who exit. There are no time periods tied to the other follow-up measures, thus 
they may be collected at any time until the end of the reporting period (December 31).  States may include students 
who enter postsecondary education training up to the end of the next Program Year (June 30).  
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Exhibit 2.4 
Student Population and Collection Time for Core Follow-up Measures 

Core Outcome Measure Student Population to Include Time Period to Collect Measures 

Entered employment Learners unemployed at entry and in the 
labor force who exit First quarter after exit quarter* 

Retained employment 

Learners unemployed at entry in the 
labor force who exit and are employed 
during first quarter after exit; and 
learners employed at entry who exit  

Third quarter after exit quarter 

Placement in postsecondary education 
or training 

Learners who earned a secondary 
credential while enrolled, have a 
secondary credential at entry or who are 
enrolled in a class specifically designed 
for transition to postsecondary education   
who exit. 

Any time after exit through the end of 
the program year (June 30) following 
the year of program exit.   
 

Receipt of secondary diploma or GED® 

Learners who take all GED® tests are 
enrolled in adult high school at the high 
ASE level or are enrolled in the 
assessment phase of the EDP who exit.  

Any time after exit to the end of the 
reporting period (December 31) 

 

**For all measures, exit quarter is the quarter when the learner completes instruction or has not received instruction for 90 
days and has no instruction scheduled.  A job obtained while the student is enrolled can be counted but must be reported 
and measured during the first quarter after exiting the program if the student remains employed in that quarter.   

 
 

Exhibit 2.5 
Quarterly Periods for Collecting Entered and Retained Employment 

Exit Quarter Collect Entered Employment by 
the End of: 

Collect Retained Employment by 
the End of: 

First Quarter 
(July 1–September 30) Second Quarter Fourth Quarter 

Second Quarter 
(October 1–December 31) Third Quarter First Quarter,  

Next Program Year 
Third Quarter 

(January 1–March 31) Fourth Quarter Second Quarter,  
Next Program Year 

Fourth Quarter 
(April 1–June 30) 

First Quarter,  
Next Program Year 

Third Quarter,  
Next Program Year 
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Chapter 4: Core Demographics, Status and Participation Measures 
 
The NRS includes required descriptive measures, which are student demographics and student status in 

several areas.  These measures allow for a description and understanding of who attends adult education programs 
and for what reasons.  The measures also facilitate analyzing the performance of students attending adult education, 
such as unemployed students or students receiving public assistance.  The demographic measures include ethnicity, 
age, gender and highest education level or credential attained.  Also, there are two descriptive measures for teachers: 
years of experience and teacher certification.  The status measures include employment status and whether the 
student has a disability or is on public assistance.   

There are two participation measures—contact hours and program enrollment type—collected for both 
descriptive and analytic purposes.  These measures record the amount of instruction that students receive and the 
number of students who attend in areas such as family literacy and workplace literacy.  This section provides 
definitions of these measures and guidelines for collecting them. 

 
Core descriptive measures are self-reported at intake.  Programs must collect the following information 
on ALL learners and enter the data in AERIS.   
 
Demographic Measures 
 
  Demographic Measure #1:  Race/Ethnicity 

 
Definition: Racial or ethnic category to which the learner self-identifies, appears to belong to, or is 
regarded in the community as belonging.   
  
When collecting data, program staff are to first ask about a student’s ethnicity (i.e., Hispanic/Latino or 
not) and then select one or more races with which the student identifies.  Programs report data by 
counting students in only one of the following seven aggregate racial/ethnic categories. 
 
• American Indian or Alaska Native—A person having origins in any of the original peoples of North 
and South America (including Central America), and who maintains a tribal affiliation or community 
attachment. 
 
• Asian—A person having origins in any of the original peoples of the Far East, Southeast Asia, or 
the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, 
Pakistan, the Philippine Islands, Thailand, and Vietnam. 
 
• Black or African American—A person having origins in any of the Black racial groups of Africa. 
 
• Hispanic/Latino of any race—A person of Cuban, Mexican, Puerto Rican, South or Central 
American, or other Spanish culture or origin, regardless of race. The term ``Spanish origin'' can be 
used in addition to ``Hispanic/Latino or Latino.''  
 
• Native Hawaiian or Other Pacific Islander—A person having origins in any of the original peoples 
of Hawaii, Guam, Samoa, or other Pacific Islands. 
 
• White—A person having origins in any of the original peoples of Europe, the Middle East, or North 
Africa. 
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• Two or more races—A person having origins in two or more race categories and not 
Hispanic/Latino. 
 
Students who identify themselves as Hispanic/Latino are reported only in that category. 

 
Applicable Population:  All learners. 

Federal Reporting:  Total number of learners by racial/ethnic group is reported. 

 
Demographic Measure #2:  Gender 
 

Definition:  Whether the learner is male or female.  

Applicable Population:  All learners. 

Federal Reporting:  Total number of learners by gender is reported. 

 
Demographic Measure #3: Age 

Definition:  Years since learner’s date of birth.  

Applicable Population:  All learners. 

Federal Reporting:  Total number of learners by age is reported using the following age categories: 
16–18 years, 19–24 years, 25–44 years, 45–59 years, and 60 years and older. 

Demographic measures #1, 2, and 3 are reported in NRS Tables 1 – 3.  
 

 
Student Status Measures 
 
Student Status Measure #1: Labor Force Status 

Definition: Whether the learner is employed, not employed, or not in the labor force.  All students 
will fall into one of these three categories: 

 
Employed – Learners work as paid employee in an unsubsidized job, work in their own business or 
farm, or who work 15 hours or more per week as unpaid  workers on a farm or in a business 
operated by a member of the family. Also  included are learners who are not currently working but 
who have jobs or businesses from which they are temporarily absent. 
 
Unemployed – Learners who are not working, but are seeking employment, have made specific 
efforts to find a job and are available for work. 
 
Not in the Labor Force – Learners who are not employed and not seeking employment (for example, 
a housewife or retiree who does not want a job or an inmate who is not eligible for parole for several 
years).  

  
    Collection Procedure: At intake, individual learner reports employment status. 
    



AR	2015-2016	Assessment	Policy	&	Distance	Education	Guidelines	(Rev.	05/20/2015)				 Page | 

	
 

Applicable Population: All learners. 

Federal Reporting:  Total number of learners by category is reported.   

 
Student Status Measure #2: Public Assistance Status 

Definition: Learner is receiving financial assistance from federal, state or local government agencies, 
including Temporary Assistance for Needy Families (TANF), food stamps, refugee cash assistance, 
old-age assistance, general assistance, and aid to the blind or totally disabled. Social Security 
benefits, unemployment insurance, and employment-funded disability are not included under this 
definition. 
 
Collection Procedure: At intake, referring agency or individual learner reports public assistance 
receipt.  The information on student status measure #2 is collected on a separate form.  Student 
personal information should be in a locked file and remain confidential. 

 

Applicable Population:  All learners. 

Federal Reporting:  Total number of learners receiving assistance is reported.   

 
Student Status Measure #3: Disability Status   

Definition: Learner has a record of, or is regarded as having, any type of physical or mental 
impairment, including a learning disability, that substantially limits or restricts one or more major life 
activities, including walking, seeing, hearing, speaking, learning, or working. 
 
Collection Procedure: At intake, referring agency or individual learner reports disability or program 
assesses disability.  The information on student status measure #3 is collected on a separate form.  
Student personal information should be in a locked file and remain confidential. 
 
Applicable Population:  All learners. 

  Federal Reporting:  Total number of disabled learners is reported.   

 
Student Status Measure #4: Rural Residency Status 

Definition: Learner who resides in a place with a population less than 2,500 and outside an 
urbanized area. An urbanized area includes a population of 50,000 or more in a city and adjacent 
areas of high density. 
 
Collection Procedure: At intake, learner’s residency in a rural area is determined by learner self-
report or documentation. 
 
Applicable Population:  All learners. 

Federal Reporting:  Total number of learners living in rural areas is reported. 

 
**Student Status Measures #1, 2, 3, and 4 are reported in NRS Table 6.  
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Student Status Measure #5:  Highest Degree or Level of School Completed 

Definition:  The highest number of years of formal schooling the learner has completed or the 
highest credential or degree the learner has achieved.  Schooling in the U.S. or abroad is included. 

 
Collection Procedure: At intake, individual learner reports education status.  
 
Applicable Population:  All learners. 

Federal Reporting:  Total number of learners completing the highest grade level or credential is 
reported for schooling either in the U.S. or abroad. 
 

 
All enrolled learners will be counted under Educational Gains in NRS Table 4.   
 
Teacher Status Measures 
 

Teacher Status Measure #1:  Total Years of Adult Education Teaching Experience 

Definition:  The total number of years a teacher has taught in adult education. 

Applicable Population:  All paid teachers. 

Federal Reporting:  Total number of teachers by years of experience teaching adult education is 
reported, separately for full- and part-time paid teachers. 
 

Teacher Status Measure #2:  Teacher Certification  

Definition:  The credential or equivalent education achieved by the teacher, as defined in the 
following categories: 

• Adult Education Certification—a credential recognized by the State that focuses on teaching 
adult education students. 

• K-12 Certification— a credential recognized by the State that focuses on teaching children. 

• Special Education Certification— a credential recognized by the State that focuses on teaching 
children or adults with disabilities or special needs. 

• TESOL Certification— a credential recognized by the State that focuses on teaching English to 
speakers of other languages. 

Applicable Population:  All paid teachers. 

Federal Reporting:  Total number of teachers by type of credential is reported, separately for full- 
and part-time paid teachers. 
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Student Participation Measures 
 
Student Participation Measure #1: Contact Hours 

 
Definition: Hours of instruction or instructional activity the learner receives from the program. 
Instructional activity includes any program-sponsored activity designed to promote student learning in 
the program curriculum such as classroom instruction, assessment, tutoring or participation in a 
learning lab. 

 
Collection Procedure: Data entry staff will record the contact hours as they are provided by 
instructor or program staff will record the contact hours as they are provided. Note that time spent on 
assessment can be counted only if the assessment is designed to inform placement decisions, 
assess progress, or inform instruction.  Time used to take the Official GED® tests (published by the 
American Council on Education) may not be counted as contact hours.   

 
However, programs may count the time spent on taking the official GED® practice tests (published by 
Steck-Vaughn) if the test results are used for diagnostic purposes to inform instruction.   
 
Reporting Procedure:  Hours of instruction must be dated daily. All attendance and testing data 
need to be entered by the 15th of the following month and approved by the 22nd of the following 
month.  However, in order to maximize the data in AERIS such as to conduct analyses of outcomes 
for specific student groups for reporting and program management, all data should be entered daily or 
on a weekly basis.  This data is reported in NRS Table 4.  

 
Applicable Population:  All learners. 

Federal Reporting:  Total number of hours is reported.   

 

Measuring Contact Hours for Learners in Distance Education 

Students in distance education (defined below under Student Participation Measure #2) must have at 
least 12 hours of contact with the program before they can be counted for federal reporting purposes. 
Contact hours for distance learners can be a combination of actual contact and contact through 
telephone, video, teleconference or online communication, where student and program staff can 
interact and through which learner identity is verifiable. 

 
Student Participation Measure #2: Program Enrollment Type 

 
Definition: Learner is enrolled in the following programs or institutions. The following are the NRS 
program enrollment types: 

 
• Adult Basic Education Program—A program of instruction designed for adults who lack 

competence in reading, writing, speaking, problem solving, or computation at a level necessary to 
function in society, on a job, or in the family. 
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• Adult Secondary Education Program—A program of instruction designed for adults who 
have some literacy skills and can function in everyday life but who are not proficient or do not have a 
certificate of graduation or its equivalent from a secondary school. 

 
• EL Program—A program of instruction designed to help adults with limited English 

proficiency achieve competence in the English language.  
 
• Computer Literacy —Computer literacy is not a standalone program because educational 

gains cannot be measured.  Technology, including computers, should be integrated into all 
components of the Adult Education programming.  Students participating in computer literacy must be 
assessed using a standardized assessment and tracked in AERIS as an academic basic skill area. 

 
• Correctional Education Program—A program of ABE, ASE, or EL instruction for adult 

criminal offenders in correctional institutions. 
 
• Family Literacy Program—A program with a literacy component for parents and children 

or other intergenerational literacy components. 
 
• Program for the Homeless—A program designed for homeless adults.  Homeless adults 

lack a fixed, regular, nighttime residence or have a residence that is (1) a publicly supervised or 
privately operated shelter designed to provide temporary living accommodations (including welfare 
hotels, congregate shelters, and transitional housing for the  mentally ill), (2) an institution that 
provides temporary residence for individuals intended to be  institutionalized, or (3) a public or private 
place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.  
The term homeless adult does not apply to any individual imprisoned or otherwise detained pursuant 
to an act of the Congress or a State law. 

 
• Correctional Facilities—Any prison, jail reformatory, work farm, detention center, or any 

other Federal, State, or local institution designed for the confinement or rehabilitation of criminal 
offenders. 

 
• Community Corrections Programs—A community-based rehabilitation facility or halfway 

house. 
 
• Other Institutional Programs—Any other medical or special institution. 
 
• Distance Education—Formal learning activity where students and  instructors are 

separated by geography, time or both for the majority of the instructional period.  Distance learning 
materials are delivered through a variety of media including, but not limited to, print, audio recording, 
videotape, broadcasts, computer software, web-based programs and other online technology. 
Teachers support distance learners through communication via mail, telephone, e-mail or online 
technologies and software.   

 
Collection Procedure: At intake, local program counts learner as entering the appropriate NRS 
program or class type. 

 
Reporting Procedure: Programs create classes in AERIS under the following “Class Types” and 
register students in the appropriate classes.   

 

Applicable Population:  All learners. 
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Federal Reporting:  Total number of learners in each program or category is reported.  The number 
of learners in each program type can be used to analyze the performance of these participants 
separately from the overall adult education population. 

Reference: Implementation Guidelines: Measures and Methods for the National Reporting System for 
Adult Education, June 2013. 
 

• Workplace Literacy Program—A program designed to improve the productivity of the 
workforce through improvement of literacy skills needed in the workplace by: 

• Providing adult literacy and other basic skill services and activities, including basic 
computer literacy skills. 

• Providing adult secondary education services and activities that may lead to the 
completion of a high school diploma or its equivalent. 

• Meeting the literacy needs of adults with limited English proficiency. 
 
 

Note:  All Workplace Literacy students must be placed in an Educational Functioning Level 
using an approved standardized assessment instrument.  The state’s Adult Education 
approved assessments include ASE/ABE and ESL assessments.  (See page 15). Programs 
choosing to use assessment tools outside of the approved list should not enter those 
students in NRS classes to be reported on Federal tables. 

 
Workplace Literacy Model 
 
Workplace Literacy services may include those activities designed to improve the work-related basic 
education and literacy skill levels of workers that are offered to business, industry, government and/or 
labor by an Adult Education program.  Such services seek to increase an individual’s ability to “[r]ead, 
write, and speak in English, compute, and solve problems at levels of proficiency necessary to function on 
the job.”[Adult Education and Family Literacy Act: Section 203(12)].  These services would parallel similar 
services provided by any Adult Education program to individuals seeking assistance with basic skills, 
ESL, family literacy, GED or high school equivalency preparation.  The Workplace Literacy services have 
the added feature of being conducted within the context of the workplace.  The following page provides a 
graphic of the Workplace Education Model.  The model is followed by an explanation of the features of 
Workplace Literacy. 

 
  



AR	2015-2016	Assessment	Policy	&	Distance	Education	Guidelines	(Rev.	05/20/2015)				 Page | 

	
 

Workplace Literacy Model 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Workplace Orientation 
/ Employee Intake 

Standardized Pre-test 

Individualized 
Learning Plan 

Instruction 

Monitor Class 
Progress 

Standardized Post-test 

Employee Achievement 
Evaluation Course Evaluation 

Employer Feedback Exit 

Follow-up Follow-up 
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Workplace Literacy Terms and Explanations 
Terms Explanation 

Workplace Orientation: Goals and projected results of the collaborative 
partner and for the individual are clearly stated. 

Employee Intake Complete student intake form and gather additional 
information as needed. 

Standardized Pre-test See the list of Arkansas’ approved assessment 
tools. 

Individualized Learning Plan Objectives, goals and curriculum negotiated 
between the collaborative partner and educational 
provider. 

Instruction Strategies and activities used to implement the 
Individual Learning Plan. 

Monitor Class Progress Use established processes and procedures.  
Teacher-created, formal and informal, workplace 
specific materials may be used, such as class logs 
and anecdotal information recorded by instructor 
may be used. Complete Student Progress Form as 
applicable. 

Standardized Post-test See the Arkansas Assessment Policy 
Employee Achievement Evaluation Complete the Student Exit Form and receive 

certificate of completion if appropriate. 
Exit Course completion. 
Follow-up See follow-up section. 
Course evaluation Use established processes and procedures 

 
Employer feedback Report required data. 
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Student participation measures can be found on NRS Tables 6, 8, 9, and 10.  
 
 

AERIS Class Types: 
 

Adult Basic Education  
Adult Secondary Education 
Career Pathways 
Citizenship  
Community Corrections 
Computer Literacy (non-NRS approved class) 
Correctional Facilities  
Career Readiness Certificate (CRC) 
Distance Learning (F2F) 
Distance Learning(proxy) 
English as a Second Language 
EL/Civics 
Family Literacy 
KeyTrain 
Microsoft IT Academy 
No Specialized Program 
One-Stop 
Other Institutional Settings 
Smarter Sentencing  
Testing Hours 
Transition 
WAGE™ 
WorkKeys 
Workplace Literacy 
16-17 Year Olds 
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Chapter 5: Secondary Outcome Measures (Optional)   
 
NRS does not require that states report the optional secondary outcome measures at this time.  These 
measures include Work-based Project Learners, Employment Measures, Community Measures, Family 
Measures, and Student Status Measures.  However, Arkansas adult education and literacy programs can 
collect this information and report it in AERIS (for example, under Secondary Reasons for attending adult 
education). This information is reported in NRS Tables 8 and 11.   
 
Student data on income level and other secondary student status measures are collected on a confidential 
sheet that will be separated from the student’s Intake Form after the data is entered into AERIS.  This 
information is reported in NRS Table 6. 

 

Work-Based Project Learner Outcome Measure:  Completed Work-Based Project Learner 
Activity 

Definition:  Learner acquires the skills taught in a short-term learning course designed to teach specific work-
based skills.  A short-term course is an instructional program of at least 12 hours but no more than 30 hours duration. 

Applicable Population:  Learners enrolled in a short-term course and designated at entry as work-based 
project learners.   

Federal Reporting:  Total number of learners who complete a work-based project learner activity is recorded.  
A rate or percentage can be computed by dividing this total by the total relevant population (number of work-based 
project learners).  Project learners are not counted for the educational gain measure and are not assigned an 
educational functioning level.  No core outcome measures are reported for project learners. 

Additional Guidance on Work-Based Project Learners Measure  

Work-based project learners are enrolled in an instructional or training course that has at least 12 hours and 
no more than 30 hours of scheduled instruction.  The course must be designed to teach work-based literacy skills.  The 
skills the student learns, and the method for assessing these skills and standards for achievement, must be explicitly 
stated prior to beginning the course.  To be recognized as completing the activity, the learner must demonstrate 
achievement of the skills at the level of the agreed-upon standard.  As with other student assessments of the NRS, the 
assessment must either be a standardized test or performance-based assessment with standardized scoring rubrics.  It 
is the State’s responsibility to establish and monitor the assessment process and train staff on the use of the 
assessment procedures. 

Work-based project learners should designate “achieve work-based project learner goals” as their goal for 
attending.  Once a student is designated as a work-based project learner, the student is not assigned an educational 
functioning level and no additional outcomes are collected on that learner.  The learner is reported on the NRS 
reporting tables (in the optional secondary outcomes table). 

Work-based project learning should not be confused with workplace literacy programs, which also are 
designed to teach workplace skills.  Workplace literacy programs have a longer duration, are open ended, and 
generally teach a broader range of literacy skills (see definition).  Students enrolled in workplace literacy programs are 
counted under the required core outcome measures.   
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Chapter 6: Distance Education 
 
I. INTRODUCTION  
 
A. NEED FOR A DISTANCE EDUCATION REPORTING POLICY  
 
This policy defines distance education for adult education programs in Arkansas and provides guidelines by which 
programs can report adult learners’ distance education hours to the National Reporting System (NRS). The goal of this 
policy is to describe the types of activities and curricula approved for distance education and outline the requirements 
and procedures for reporting distance education activities to NRS.  
 
Policy 1.1  
Adult education programs must follow the steps and processes described in this document to report distance 
education classes and related student attendance into AERIS, the state approved data management system.  
 
Distance education, especially distance education delivered through networked computer technologies or other high-
tech delivery methods, can not only provide adults with a convenient and effective way to increase their language, 
reading, writing, and math skills, but also helps them develop the skills needed to participate fully in the 21st Century 
workplace. While access to networked computer technology has been a significant barrier for adults interested in 
participating in distance education, it is less of a factor today, as a growing number of Americans now own 
smartphones, tablets, and computers and have broadband Internet connections in their home.  
 
Increasingly, employers expect, even require, employees to have the ability to use common computer technologies 
and productivity software, as well as to possess the skills to use these tools to communicate, collaborate, and solve 
problems. By participating in distance education, adults have the opportunity to develop skills using these tools, making 
them better prepared to enter into or advance within the modern workforce.  
 
Another benefit of offering distance education is the opportunity to reduce or reallocate program costs, especially 
during times of fiscal limits and reduced budgets. By providing motivated and prepared adult learners opportunities to 
participate in distance education, often independently and at their own pace, programs may be able to devote more 
resources to students who need classroom or individualized support.   
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II. DEFINITIONS AND REQUIREMENTS  
 
A. DEFINITION OF DISTANCE EDUCATION  
The federal Office of Career, Technical, and Adult Education defines distance education for adult education programs 
as follows:  
 
Distance education is a formal learning activity where students and instructors are separated by geography, time, or 
both for the majority of the instructional period.* Distance learning materials are delivered through a variety of media 
including, but not limited to, print, audio recording, videotape, television broadcasts, computer software, web-based 
interaction, and other online technologies. Teachers support distance learners through communication via mail, 
telephone, e-mail, or other web-based technologies or software.  
 
* Note: Completion of instructional activities in a computer lab for traditional classes does not qualify as distance 
education.  
 
B. DEFINITION OF ADULT EDUCATION LEARNERS  
With the inclusion of distance education as a reportable educational activity, each adult basic education student will be 
identified as one of two types of learners:  
 
· Traditional learners: Traditional learners are students who receive the majority or 51% of their instruction through 
traditional, face-to-face instruction.  
 
· Distance learners: Distance learners are students who receive a majority or 51% of their instruction through approved 
distance education services.  
 
· Blended learners: Blended learners are students who receive a majority or 51% of their instruction through face –to-
face instruction and also participate in distance education activities.  For NRS reporting purposes, blended learners are 
usually classified and reported as traditional learners.  However, at the end of a program year, if a student’s attendance 
hours are logged as 51% or higher in distance education, then the student will be classified as a distance learner.  
 
Policy 2.1  
Every adult basic education student must be identified as either a traditional learner or a distance learner.  
A student is classified as a distance learner if the majority of the student’s hours earned in a program year are derived 
by his or her participation in distance learning activities. However, a student’s hours in both distance and classroom 
activities must be reported into the data management system.  
 
PERSONAL COMPETENCIES:  
Distance education may not be the right solution for every adult education learner. Identifying the type of adult 
populations (e.g. ABE, ASE, ESL, etc.) to be served and their required minimum NRS-levels, as well as other required 
competencies, are essential first steps in creating an effective distance education program. For adults to be successful 
using distance education, they require the appropriate language, reading, mathematics, and writing skills that will 
enable them to follow written directions, work independently, and communicate effectively. The selected distance 
education curricula must also be appropriate for the targeted learner population both in content and level of technical 
complexity. 
 
NOTE:  Students must successfully pass the distance learning survey, and complete a distance learning agreement 
before being admitted into distance learning classes.    
 
The following personal competencies should be considered when evaluating the appropriateness of distance education 
for adult learners. While these competencies are not as easily measured as reading, math, and language skills, they 
may be ascertained through a thorough and comprehensive intake/interview process.  
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*Motivation      *Self-direction  
*Time management and organizational skills  *Network of support  
*Telephone and Internet access 

 
STUDENT REQUIREMENTS: 

• Grade level minimums: There is no set minimum grade level for students to participate in Distance Learning 
Classes; however, the curriculum chosen for that student should be appropriate for the student’s educational 
function level. 

• Hours to maintain: 12 monthly 
• Contact to maintain: weekly 

Note: Students who are 16/17 years old may participate in Distance Learning Classes as long as they 
are meeting the requirements outlined in the current Arkansas Adult Education Program Policies.  
Their Distance Learning Hours will not be counted towards the minimum 20 hours of weekly 
attendance for 16/17 year-olds, or the minimum 10 hours for 16/17 year olds employed for 30 or more 
hours each week. Exceptions to the minimum 20 hours a week attendance policy for 16/17 year 
olds will be made on a case by case basis and will need to be approved by the state office in 
advance and include supporting documentation.  

 
TECHNOLOGICAL KNOWLEDGE:  
 

The following technological knowledge should be considered when evaluating the appropriateness of distance 
education activities mediated by technology.  
 

• Demonstrated facility with basic technology use, such as sending and replying to e-mail, using a Web browser, 
downloading, opening, and saving electronic files, and filling out Web-based fields and forms  

• Regular access to computer technology with Internet access through the use of a personal or publicly 
available computer  

• E-mail account  
 
C. APPROVED DISTANCE EDUCATION HOURS  
 

There are two types of student contact hours that may be counted for reporting purposes: face-to-face hours and proxy 
hours.  
 

 
CONTACT HOURS  
Contact hours are defined as time spent interacting with the learner. Contact hours for distance education students can 
be a combination of actual face-to-face contact and contact by telephone, video, teleconference, or other online 
communication where student and program staff are able to interact and through which learner identity is verifiable. A 
distance learner may be reported in the NRS data system once twelve (12) contact hours have been completed. 
 

1. FACE-TO-FACE 
Face-to-face interaction includes student intake & orientation, assessment, goal setting, counseling, and classroom-
based skills training.  
 

2. PROXY HOURS  
Proxy hours are defined as the time distance education students spend engaged in approved distance education 
activities, such as using distance education curricula. The hours for each approved activity are calculated using one of 
three models:    
 

I. Clock-time: This model assigns contact hours based on the elapsed time that a learner is connected to or engaged 
in an online or standalone software program that tracks time.  
 

II. Teacher Verification: This model assigns a fixed number of hours of credit for each assignment based on the  
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teacher’s determination of the extent to which a learner engaged in, or completed, the assignment. 
 

III. Learner Mastery: This model assigns a fixed number of hours of credit based on the learner’s demonstrated 
mastery of the content of a lesson. This model requires previous engagement by the student on curriculum and 
materials related to the test. A high percentage of correct responses on the mastery test earn the credit hours 
attached to the material. 

 
D. APPROVED DISTANCE EDUCATION CURRICULA REPORTING  
 
Policy 2.2  
Only hours spent engaged with Arkansas Department of Career Education-approved distance education 
curricula can be reported in the AERIS data management system.  
See Appendix A for a list of currently approved distance education curricula and their respective, approved proxy-hour 
models.  
 
As new distance education materials become available, Arkansas Department of Career Education’s Adult Education 
Division reserves the right to review and consider the impact of approving them for state use and reporting. A review of 
approved distance education materials will be conducted annually as needed. Arkansas Department of Career 
Education’s Adult Education Division will establish a committee of professionals to review the distance education 
materials. If programs wish to use curricula and/or materials not identified in Appendix A, these new curricula or 
materials must be submitted to Arkansas Department of Career Education’s Adult Education Division for review and 
approval before proxy hours may be reported for students using the proposed new distance education curricula.  
 
ARKANSASDL: https://sites.google.com/site/arkansasdistanceeducation/  
Programs that wish to provide distance education opportunities to their learners are encouraged to take advantage 
ArkansasDL – the Arkansas Department of Career Education’s Adult Education Division -supported distance education 
portal managed by state office staff in the Adult Education Division. This resource is available for distance education 
use by any approved adult education program. 
  
ArkansasDL provides resources to screen learners for both level of motivation and ability to work independently to 
ensure they are appropriate for distance education and that they will be successful in achieving their educational goals. 
Once formally enrolled, each Arkansas distance learner should be assigned a trained Distance Education instructor 
who provides support through both e-mail and telephone communication. Daily contact and proxy hours for each 
Arkansas distance learner are tracked and logged into AERIS.   
 
A. ACCOMMODATING LEARNERS WITH DISABILITIES OR OTHER SPECIAL NEEDS  
 

Policy 3.1  
Learners with professionally certified documentation, issued prior to program registration, who self-disclose a 
given physical, mental, or emotional disability must be provided appropriate accommodations for participating 
in a distance education program.  
 
If a learner self-identifies a disability, it is the responsibility of the distance education program to provide reasonable 
accommodations. Programs may not deny or prevent access to services based on a learner’s disability. Under certain 
conditions, the program may be required to absorb the costs related to the accommodation(s). By not providing 
appropriate accommodations for individuals with documented disabilities programs, could be in violation of federal law.  
 

NOTE: Arkansas Rehabilitation Services Division is available to assist with some costs related to accommodations. 
B. ASSESSMENT OF DISTANCE EDUCATION LEARNERS  
Policy 3.2  
All potential distance education students must be given an approved assessment and meet all of the policy 
guidelines as identified in the Arkansas Assessment Policy & Distance Education Guidelines.  
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All assessments must be administered in a proctored, face-to-face setting. Pre-tests must be administered within the 
first twelve hours of instruction. Post-tests must be administered according to the testing specifications of the 
assessment as identified by the test publisher.  
 
C. REPORTING DISTANCE EDUCATION LEARNERS  
Policy 3.3  
Programs must report all required NRS data on distance education students in the state approved data 
management system.  
 
A student is classified as a distance learner if the majority of contact hours earned in a program year are derived from 
proxy hours. Non-proxy and proxy contact hours will be recorded in separate fields in the NRS Web-based data 
system. The decision about the student's status as a classroom or distance learner will be made at the end of the year 
when a student’s proxy and non-proxy hours are compared. If a learner has 51% of the instructional hours reported as 
proxy, he or she will be identified as a distance learner. The student’s hours in both distance and classroom programs 
will be included in the NRS reports.   
 
With the reporting distance education activities, two NRS tables are available. Both of these tables will be generated 
demonstrating the program’s performance each fiscal year specific to distance education activities. Descriptions of 
these tables follow.  
 

• Table 4C reports educational gains for distance learners. This table is identical to Table 4 with the exception 
that only students identified as distance education learners (i.e., those who have a majority of hours as proxy 
hours) will be reported. No traditional students will be reported on this table.  

• Table 5A reports follow-up outcomes for distance learners. This table is identical to Table 5 with the exception 
that only students identified as distance education learners will be reported. No traditional students will be 
reported on this table.  
 

D. RESOURCES FOR TECHNICAL ASSISTANCE AND PROFESSIONAL DEVELOPMENT  
 
For the local programs selected to run distance education services, directors and instructors will be required to receive 
training biennially (every other year).  New distance educators will be required to complete the initial certification 
process facilitated by state staff.  This training will focus on the designated competencies expected for overseeing 
and/or delivering distance education programs.  The Arkansas Department of Career Education’s Adult Education 
Division will inform the local programs about training that is required in order to be certified to conduct distance 
education classes.  Additional training bay be required and communicated to all participating programs at the beginning 
of the fiscal year. 
 
Integrating distance education opportunities into a program’s service delivery requires thorough planning and 
professional development. Teaching in a distance education format requires different skills and competencies than 
those required in an exclusively classroom-based program. Program staff may request further technical assistance and 
training from either the Arkansas Department of Career Education’s Adult Education Division or the Arkansas Adult 
Learning Resource Center. 
 
 
 
(AALRC). Contact information for each is below.  
Arkansas Department of Career Education 
Adult Education Division   
Telephone: (501) 682-1970    Fax: (501) 682-1706  
Web site: http://www.ace.arkansas.gov/adulteducation  
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Arkansas Adult Learning Resource Center (AALRC)  
Telephone: (501) 907-2490    Fax: (501) 907-2492  
Web site: http://www.aalrc.org/    
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IV. APPENDICES 
 
 

APPENDIX A:  DISTANCE EDUCATION DEFINITIONS 
 
Each distance education curricula approved for use by the Department of Career Education, Adult Education Division 
must be produced by a reputable educational publisher, be appropriate for specific adult education populations, 
provide accommodations for learners with disabilities, and have some research-based evidence of both reliability and 
validity. The following is a brief explanation of each category presented.  
 

• Curriculum Name: The full, official name of the curriculum  
 

• Delivery mode: The media format(s) in which the curriculum is delivered: Print, online, video,  
    CD-ROM, or DVD  

 
• Proxy hour model: The method used to assign learner proxy hours (i.e. clock-time, teacher  

    validation, learner mastery)  
 

• Criteria for reporting Proxy Contact Hours: guidelines for calculating proxy hours  
 

• Target population: The adult education population for whom the material is most appropriate  
     (i.e. K12, ABE, GED, ESL)  
 

• Publisher information: The name and contact information of the publisher or producer of the  
    curriculum  

 
• Description: A brief description of the curriculum’s content and features  

 
Distance Education Auditing Requirements 

For auditing purposes, programs must keep documentation proving a student’s distance learning achievements and 
proxy hours claimed.  Some acceptable measures of documentation include: 

• Printed student screen shots; 
• Printed software-generated reporting tables; and 
• Teacher-signed student logs. 

 
The documentation must:  

• Include the name of the distance learning product; 
• List the specific unit(s) the student completed or mastered; 
• Show that a student completed and/or mastered the unit according to standards; and 
• Include a date of completion. 

 
In the case of an audit, if a program cannot provide the distance learning documentation for proxy hours entered, the 
program may be required to pay back state and federal money earned through the undocumented proxy hours. 
 
 

 
 
 

APPENDIX B 
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Approved Distance Education Curricula 
 

Curriculum Name  A+dvancer College Readiness Online™ 
Delivery mode  Online 
Proxy hour model  Teacher Verification  
Criteria for reporting PCH  Completed test or lesson  
PCH credit  30 minutes per test; 60 minutes per lesson  
Target population  Pre-GED, GED or high school equivalency test, K12, 

and WAGE. 
Producer/publisher information  The American Education Corporation 

205 NW 63rd Street, Suite 200 
Oklahoma City, OK 73116 
Toll Free: 800-248-0757 
info@advancerlearning.com 
support@advancerlearning.com 

Description  A+dvancer College Readiness Online™ is creating 
success stories at colleges across the country. 
A+dvancer students are able to identify specific skill 
deficiencies that previously might have 
compromised the result of their course placement 
testing. Whether deployed in preparation for college-
level placement testing or as an intervention for skill-
level development, A+dvancer delivers. 

 
 

Curriculum Name  Apex Learning, Inc. 
Delivery mode  Online 
Proxy hour model  Teacher Verification  
Criteria for reporting PCH  Passed unit assessment @ > 70% 
PCH credit  90 minutes per completed lesson  
Target population  Pre-GED, GED or high school equivalency test, K12, 

and WAGE. 
Producer/publisher information  The Apex Learning, Inc. 

1215 Fourth Ave., Suite 1500 
Seattle, WA 98161 
Phone: 1 (206) 381-5600  
Fax: 1 (206) 381-5601 
HR Fax: 1 (206) 701-6859 

Description  Apex uses virtual schools to increase access to 
academic opportunities for students seeking 
alternatives to a traditional school setting, to extend 
learning opportunities for students that are 
homebound, and to help programs retain, regain, 
and attract students.  

 
Curriculum Name  Aztec  
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
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PCH credit  Recorded time in system  
Target population  ABE, Pre-GED, GED or high school equivalency 

test, K12, ESL and WAGE 
Producer/publisher information  Aztec Software 51 Commerce Street Springfield, NJ 

07081 800-273-0033/913-258-0011 
http://www.aztecsoftware.com/aztec/  

Description  Multi-level curricula that allow instructors to monitor 
student progress at a distance. Azetc describes their 
approach as: Assessment, Test, Learn, Practice 
Test (ATLPT). Includes subject areas: Workforce, 
ESL, GED or high school equivalency test, K12, 
Post-Secondary Corrections Special Education  

 
 
Curriculum Name  Crossroads Café  
Delivery mode  Online, video, print  
Proxy hour model  Mastery  
Criteria for reporting PCH  Passed unit test @ > 70%  
PCH credit  6 hours per unit; total possible PCH = 120  
Target population  ESL  
Producer/publisher information  KET Adult Learning, 560 Cooper Drive Lexington, 

KY 40502-2200 800.354.9067, fax 859.258.7396. 
info@ketadultlearning.org 
http://www.ketadultlearning.org/esl/crossroads_cafe.
htm  

Description  Debuting in the mid-1990s, "Crossroads Cafe" was 
created to help teach English [skills] to people who 
didn't speak the language. The show followed the 
lives of workers in a café and one particular 
customer. Materials include 26 videos with 
accompanying workbooks.  

 
 
 
Curriculum Name  Easy ESL  
Delivery mode  Online, video, print  
Proxy hour model  Teacher verification 
Criteria for reporting PCH  Complete the work packet and time test.  
PCH credit  Units 1-6: 4 hours per unit; Units 7-12: 8 hours per 

unit; total possible: 72 hours  
Target population  ESL and ABE 
Producer/publisher information  EASY, the ESL Series 

P.O. Box 3147 
Half Moon Bay, CA  94019 USA 
Toll Free: (800) 363-5547 
Direct: 1 (650) 726-4336 
Email: info@easyeld.com  
http://www.easyesl.net 
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Description  EASY, the ESL Series (EASY) was founded by 
John Dicker and Bill Ger in 2000 to create an ESL 
curriculum to help ESOL students of all levels and 
all languages learn English. 
Using video to create a highly instructional language 
immersion approach, EASY is a comprehensive 
curriculum that includes video based courses, 
1,000s of student worksheets, teacher guides, 
quizzes, tests and supplemental materials. All the 3 
courses, offering over 500 hours of instruction, are 
available online, on CD or on DVD. All are 
correlated to TESOL, CASAS, BEST Plus and many 
state standards. 
The EASY ESL Series was designed by a team of 
experienced ESL Educators. 

 
 
Curriculum Name  Edgenuity  
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, K12, GED or high school equivalency test, 

ESL and WAGE 
Producer/publisher information  Edgenuity Inc. 

8860 E Chaparral Road, Scottsdale, AZ 85250 
1-877-202-0338  http://www.edgenuity.com.  

Description  The Edgenuity presents state standards-aligned 
content delivered through a combination of teacher-
led videos, interactive media, and text to promote a 
varied approach to learning that addresses multiple 
learning modalities.  The courseware provides an 
extensive library of ready-made, rigorous online 
courses which have been proven to improve student 
achievement.  The program also includes a Virtual 
Tutor geared to enhance the student’s chance for 
success. 

 
 
Curriculum Name  Edmentum (Plato Learning) 
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, K12, GED or high school equivalency test and 

WAGE 
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Producer/publisher information  Edmentum - Plato Learning  
5600 West 83rd, Suite 300, 8200 Tower; 
Bloomington, MN 55437  1-800-427-5286  
http://www.edmentum.com.  

Description  The Edmentum courseware provides an extensive 
library of ready-made, rigorous online courses which 
have been proven to improve student achievement.  
The lessons actively engage students with 
interactive and media-rich content. All lessons are 
customizable to meet the needs of the student and 
the class.  Each course is set up with exemptive pre-
tests and post-tests for each unit as well as a 
cumulative end of course tests, prescriptive lesson 
assignments, discussion board for communication 
with classmates and/or instructor, drop box for 
homework, and message system for quick 
communication with instructor(s). 

 
 
Curriculum Name  English for All  
Delivery mode  Online, video, print  
Proxy hour model  Mastery  
Criteria for reporting PCH  Passed test at end of each episode @ > 70%  
PCH credit  6 hours per unit(episode); total possible PCH = 120  
Target population  ESL and ABE 
Producer/publisher information  Outreach and Technical Assistance Network 

(OTAN) P.O. Box 269003 Sacramento, CA 95826-
9003 916-228-2580 or 800-894-3113  
http://www.myefa.org or WWW.USALEARNS.ORG 

Description  Twenty 15-minute online videos (also available on 
CD Rom) that use learning activities embedded in 
illustrative storylines. Each episode includes 
vocabulary, comprehension, grammar, and life skills 
lessons. Online activities are interspersed among 
the video clips and are also includes on the site in 
PDF format.  

 
 
Curriculum Name  ESL Reading Smart and Reading Mate 
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ESL and ABE 
Producer/publisher information  Edmentum  

5600 West 83rd, Suite 300, 83rd Tower;  
Bloomington, MN 55437 1-800-447-5826 
http://www.edmentum.com.  
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Description  Lessons are written at a specific ESL Level and 
support a standards-based English Language 
acquisition program that integrates listening, 
speaking, reading and writing skills for all ESL levels 
and some ABE levels.  The placement tests create 
an individualized prescriptive learning path for each 
student with post rests for measuring student 
progress.  There are interactive tools that support 
fluency, pronunciation and comprehension.  

 
 
Curriculum Name                                                           GED Connection: Pre-GED, GED, and Fast Track 
Delivery mode    Video, print, online  
Proxy hour model    Teacher verification  
Criteria for reporting PCH    Video: student self-report; teacher validates whether    

  student viewed  
  Workbook: teacher determines % of each lesson   
  completed Internet Activities: teacher determines %   
  of lesson completed Preview and Review Tests:  
  print  based 

PCH credit  Video: .5 hrs per video Workbook: >75% of activities 
completed = 2 hrs; 50-74% = 1 hrs; total possible 
PCH = 48 Internet Activities: >75% of activities 
completed = 2.5 hrs; 50-74% = 1.5 hrs; total 
possible PCH = 60 Tests: 1 hr per; total PCH 
possible = 8  

Target population  GED or high school equivalency test 
Producer/publisher information  Kentucky Educational Television Enterprise Division 

560 Cooper Drive Lexington, KY 40502 (800) 354-
9067 info@ketadultlearning.org  

Description  GED Connection is an integrated instructional 
system combining video programs, print, and online 
computer technology. It has a stand-alone 
multimedia learning system that helps adult students 
advance toward their GED. In addition, the 
LiteracyLink Online Management System allows 
teachers to coach adult learners as they work online, 
creating an adult literacy distance education system.  

 
 
Curriculum Name  

 
I-Pathways, (GED-i)  

Delivery mode  Online, CD-ROM  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, GED or high school equivalency test 
Producer/publisher information  Illinois Community College Board and the Center for 

the Application of Information Technologies  
Phone: 309-298-1804 
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User/Technical Support: 866-250-5494 
Email: info@i-pathways.org  
https://www.i-
pathways.org/UserAuth/Login!loginPage.action 

Description  i-Pathways was developed and deployed by the 
Illinois Community College Board and the Center for 
the Application of Information Technologies at 
Western Illinois University launching in 2002, and 
since then has been offered for use nationally as a 
distance learning curriculum or for supplemental use 
in the classroom. i-Pathways is designed to provide 
adult education programs with the tools needed as 
they work with students preparing for the GED®, 
HiSET™, or TASC™ tests.  They also developed 
the GED-I project. 

 
 
Curriculum Name  

 
 
Kahn Academy  

Delivery mode  Online 
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity.  
PCH credit  Recorded time in system.  
Target population  ABE, GED or high school equivalency test, ESL and 

WAGE 
Producer/publisher information  Kahn Academy 

P.O. Box 1630 
Mountain View, CA 94042 
https://www.kahnacademy.org 

Description  Web-based program offered through the internet 
where the system keeps track of time. 
Students log in with their assigned passwords, the  
software program tracks their time which is recorded 
into AERIS. 

 
 
Curriculum Name  

 
 
KeyTrain / Career Ready 101 

Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system. Maximum 1 hour per 

lesson.  
Target population  Pre-GED, GED or high school equivalency test, ESL 

and WAGE  
Producer/publisher information  Thinking Media A division of SAI Interactive, Inc. 340 

Frazier Avenue Chattanooga, TN 37405 (423) 266-
2244 info@keytrain.com  
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Description  KeyTrain prepares learners for the WorkKeys 
assessment system. The curriculum elements in 
KeyTrain were derived directly from ACT's Targets 
for Instruction. KeyTrain users benefit from ACT's 
extensive research into the most critical skills 
needed for today's workforce.  
Each topic includes a review of the skill, 
opportunities to practice the skill, and then exercises 
that apply the skill in real-world applications. These 
include both simple skill demonstrations and higher-
level activities that require more complex problem-
solving abilities. Context-sensitive feedback and 
solution keys help the student to gain further 
understanding.  

 
Curriculum Name  MHC Online Suite: Pre-GED Online, GED Online, 

ITTS,  TABE Complete Language Assessment 
System-English (TABE CLAS-E™) 

Delivery mode  Online, CD-ROM  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, GED or high school equivalency test 
Producer/publisher information  McGraw Hill Contemporary 1221 Avenue of the 

Americas New York, NY 10020-1095 212-904-
2000/212-512-2000 http://www.mcgraw-hill.com/  

Description  Provides lessons based on TABE diagnostic results. 
Intended as a supplement to help adult learners 
improve their educational functioning levels. Part of 
a suite of three online curricula by MHC: ITTS, Pre-
GED Online, and GED Online.  

 
 
Curriculum Name  NovaNET  
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, K12, GED or high school equivalency test 
Producer/publisher information  Pearson Learning/NovaNET 3075 W. Ray Road 

Suite 200 Chandler, AZ 85226 
customerservice@pearson.com 888-827-0772 Fax: 
480-907-2249 http://www.novanet.com/index.html/  

Description  NovaNET Courseware is a research-based and 
flexible online courseware for high school and adult 
learners. With individualized instruction, a web-
based platform, and curricula that meet state and 
national standards, NovaNET Courseware can be 
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utilized in any number of education applications 
including credit accrual, dropout prevention, summer 
school, credit recovery, virtual schools, and more. 
The courses and interactive framework promotes 
objective-based mastery helping learners reach 
academic success at their own pace."  

 
 
Curriculum Name  Plato 
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, K12, GED or high school equivalency test, 

ESL and WAGE 
Producer/publisher information  Plato Learning 5600 West 83rd, Suite 300, 8200 

Tower; Bloomington, MN 55437 800-447-5286 
http://www.plato.com.  

Description  Web-based program offered through the internet 
where the system keeps track of time and logs 
students out after preset period of inactivity. 
Students log in with their assigned passwords, the  
software program tracks their time which is recorded 
into AERIS. 

 
Curriculum Name  Reading Horizons  
Delivery mode  Online 
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE and ESL 
Producer/publisher information  Reading Horizons 

Corporate Headquarters 
60 North Cutler Drive, Suite 101 
North Salt Lake, Utah 84054 
800-333-0054 (Toll Free) 
801-295-7088 (Fax) 
http://readinghorizons.com 
info@readinghorizons.com 

Description  Reading Horizons software was developed for 
independent use for students age 10 and above who 
read below grade level.  Students are able to work at 
their own pace and can receive the instruction that 
they need to close the reading gap.  The software is 
not condescending; on the contrary, it helps to build 
self-esteem and self-confidence in students who 
have found learning to read difficult. 
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Curriculum Name  Rosetta Stone 
Delivery mode  Online  
Proxy hour model  Teacher verification of proficiency 
Criteria for reporting PCH  Criteria for awarding Proxy Hour Equivalent: 

Successful completion of core lesson –each lesson 
has a different proficiency level needed for 
successful completion –platform will not allow 
student to move ahead until this proficiency level is 
attained.  

PCH credit  3 hours per completed core lesson; 2 hours per core 
lesson if the speaking portion is not completed.  
There are 4 core lessons per unit, and 4 units per 
level, for a maximum total possible PCH = 48.  

Target population  ESL and ABE 
Producer/publisher information  Rosetta Stone 

135 W. Market St. 
Harrisonburg, VA 22801 

Description  Rosetta Stone provides online language instruction 
that develops functional fluency, using the Dynamic 
Immersion® method to teach English Language 
Learners Speaking, Listening, Reading, and Writing 
skills. 

 
 
Curriculum Name  ServiceSkills / Telephone Doctor 
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ESL, ABE, K12, GED or high school equivalency 

test, and WAGE 
Producer/publisher information  ServiceSkills / Telephone Doctor 

800-882-9911 or 314-291-1012, fax 314-291-1012 
30 Hollenberg Court, St. Louis, MO 63044 
www.serviceskills.com or www.telephonedoctor.com   

Description  This is a tool that tracks student minutes completing 
lessons and activities.  Example topics that the 
curriculum covers are: Customer Service, 
motivation, interpersonal skills, diversity training, 
dealing with difficult people, teamwork and 
workplace ethics. Telephone doctor combines video, 
exercises and post-tests for each module.  
Instructors can print off attendance reports that show 
course start and end dates, time in course, grade 
and completion.  

 
 



AR	2015-2016	Assessment	Policy	&	Distance	Education	Guidelines	(Rev.	05/20/2015)				 Page | 

	
 

Curriculum Name  SkillsTutor  
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system  
Target population  K12, GED or high school equivalency test and 

WAGE 
Producer/publisher information  Houghton Mifflin Harcourt Learning Technology  

181 Ballardvale Street  
Wilmington, MA 01887  
800-894-9079  
978-376-2174 Cell  
978-661-1440 Fax  
http://www.SkillsTutor.com  

Description  Over 1600 basic skills and thinking skills lessons 
focus on the fundamentals of learning. Quizzes and 
tests identify skill deficiencies and prescribe 
appropriate lessons. Students can practice their 
skills in an environment similar to standardized tests. 
SkillsTutor is delivered online and can be used as a 
teacher-aided instructional tool or as a one-on-one 
tutoring resource with minimal guidance. 
Individualized instruction, diagnostic testing, 
prescriptive assignments and automatic reporting 
are incorporated. The management system monitors 
progress and generates accountability reports.  

 
 
Curriculum Name  Steck-Vaughn Complete GED Preparation, TABE 

Skill Workbooks, Steck-Vaughn test Prep 2014 
(All Areas),   

Delivery mode  Print  
Proxy hour model  Teacher verification  
Criteria for reporting PCH  Teacher determines % of each lesson completed  
PCH credit  Workbook: >75% of activities completed = 2 hrs; 50-

74% = 1 hrs; total possible PCH = 47  
Target population  ESL, ABE, K12, GED or high school equivalency 

test 
Producer/publisher information  Houghton Mifflin Harcourt Learning Technology 181 

Ballardvale Street Wilmington, MA 01887 888-242-
6747 hmltcustomerservice@hmhpub.com 
http://steckvaughn.hmhco.com/en/steckvaughn.htm  

Description  Each of the 6 units in Complete GED begins with an 
entry test that gives learners a good understanding 
of what the GED test is like while indicating their 
strengths and weaknesses. Learners are then 
referred to the most appropriate of the 27 lessons 
which are then followed by a GED Unit Review 
before continuing. The comprehensive GED 
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preparation book also includes a Simulated GED 
Test Performance Analysis Chart for each test helps 
the learner determine if they need additional review.  

 
 
Curriculum Name  Teknimedia 
Delivery mode  DVD and Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, K12, GED or high school equivalency test, 

ESL and WAGE 
Producer/publisher information  Teknimedia Corporation 

4905 Del Ray Avenue, Suite 307, Bethesda, MD 
20814 
Tel: 800-366-4614 | Fax: 301-656-0177 
https://ar.e-learning.com/html/loginok.asp 

Description  Computer literacy, MS Office, and preparation for 
taking the on-line GED test are included in this 
curriculum written specifically for adults. 
Interactive curriculum delivered with Video, audio, 
text and student interaction.  Modules have pre-
tests, quizzes, and timed post-tests. Video delivery 
of lessons followed by hands-on exercises to 
reinforce learning.  Feedback on tests and quizzes is 
immediate and diagnostic detail can be printed for 
review. 

 
Curriculum Name  TypingWeb 
Delivery mode  Online  
Proxy hour model  Clock  
Criteria for reporting PCH  System must track time and log out students after 

preset period of inactivity  
PCH credit  Recorded time in system.  
Target population  ABE, K12, GED or high school equivalency test, 

ESL and WAGE 
Producer/publisher information  FTW Innovations, Inc 

800 Apollo Street, El Segundo, CA 90245 
(310) 909-8985    http://www.typingweb.com.  

Description  This is a free tool that tracks student hours that they 
spend on the computer typing, and it will measure 
their progress.  The program offers certifications that 
the students can take.  There is a variety of tests 
that the students can take to watch their progress.  

 
 
Curriculum Name   USA Learns  
Delivery mode  Online  
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Proxy hour model  Teacher verification  
Criteria for reporting PCH  Teacher determines % of each lesson completed  
PCH credit  Courses 1 & 2:  

>75% of unit activities completed = 3 hrs, 50-74% = 
1.5 hrs; Total possible PCH = 120  
Course 3: >75% of unit activities completed = 1 hr.; 
50-74% = .5 hrs Total possible PCH = 42  

Target population  ESL and ABE 
Producer/publisher information  Sacramento County Office of Education P.O. Box 

269003 Sacramento, CA 95826-9003 
http://www.usalearns.org help@usalearns.org  

Description  U.S.A. Learns is a free Web site funded by the U.S. 
Department of Education to support immigrants who 
want to learn or improve their English skills as they 
become part of American society. Designed as an 
online tool for learning English outside of a 
classroom, the site offers contextualized practice 
activities in listening, reading, writing, speaking, and 
life skills necessary for success at work and in the 
community. All instructional materials are online; 
there are no videos or workbooks to purchase.  

 
Curriculum Name  Workplace Essential Skills  
Delivery mode  Video, print, online  
Proxy hour model  Teacher verification  
Criteria for reporting PCH  Video: student self-report; teacher validates whether 

student viewed Workbook: teacher determines % of 
each lesson completed Internet Activities: teacher 
determines % of lesson completed Preview and 
Review Tests: print based 

PCH credit  Video: .5 hrs Workbook: >75% of activities 
completed = 2 hrs; 50-74% = 1 hrs; total possible 
PCH = 48 Internet Activities: >75% of activities 
completed = 2.5 hrs; 50-74% = 1.5 hrs; total 
possible PCH = 60 Tests:1 hr per; total PCH 
possible= 8  

Target population  ESL, ABE, K12, GED or high school equivalency 
test, and WAGE 

Producer/publisher information  Kentucky Educational Television Enterprise Division 
560 Cooper Drive Lexington, KY 40502 (800) 354-
9067 info@ketadultlearning.org  

Description  Workplace Essential Skills is an integrated 
instructional system combining video programs, 
print, and online computer technology. It is a stand-
alone multimedia learning system that helps adult 
students advance toward their GED and improve the 
basic skills they need for the workplace. In addition, 
the LiteracyLink Online Management System allows 
teachers to coach adult learners as they work on 
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online lessons, creating an adult literacy distance 
education system.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Chapter 7: Frequently Asked Questions 
 

AERIS 
 
 
Q. Do we have to put TABE scores in AERIS if the student does not make a gain?   
 
Yes.  AERIS information should mirror the information in the student file. Tests also need to be dated in AERIS on the 
exact date they were administered. If the test has to be administered over multiple days, then the date of the last 
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portion of the test should be entered into AERIS and a note should be made on the test segments that were 
administered on a different date to show what date was entered into AERIS. 

  
Q. Can we enter attendance once per week? 

 
Yes.  Attendance may be entered on a weekly basis.  Attendance must be entered by the 15th and approved by the 
22nd of each month following the report month.  All attendance must match the student log-in sheet for face–to-face 
instruction, or the online system report for distance education students.  Attendance must be added on the same day 
the student participated in instructional learning. If unable to enter attendance for a specific day, it is the program’s 
responsibility to contact aeris.help@arkansas.gov for assistance.  
 

 
Q. Does the local program director have to approve AERIS entries?  

 
Yes.  The program director is responsible for data approval.  

 
Q. In AERIS, under the “Student Management” heading, there is a new option – “Pre-registered students” – 
should programs be doing something with this?   
 
This feature was added for those States that allow online registrations; a student registers online, the registration will 
go to this area and then have to be approved by the program Director.  Arkansas does not offer online registration so 
this feature does not apply to our programs.  
 
Q. How are actual testing hours recorded in AERIS for the administration of more than one level of TABE 
pretest in case the Locator does not indicate the appropriate TABE level; Time accommodations given on the 
test; Instruction in use of the calculator for students taking the Official GED® Practice Test in math; and Extra 
time allowed for Locator test. 
 
Enter the actual time in AERIS and keep documentation in the student’s folder.  

Q. What is the process of changing a student from ESL to ABE?   
 
This can only be accomplished if the student has no test scores associated with their record.  Send an email to 
aeris.help@arkansas.gov for changes.    
 
Q. When a student has completed the highest level of ESL, do we separate the student and re-enroll as ABE?  
 
Yes, the system does require the student who has reached the highest level of ESL to be separated and then re-
enrolled as an ABE/ASE student.   
 

Core Outcomes: Educational Gains 
 
Q. Why didn’t my student get credit for his/her manual outcomes?  
 
It is usually one of four things. Be sure that: 1) the student completed 12 hours (was enrolled)  2) the goal is entered in 
AERIS for the student  3) the student is separated 4) the program sent a manual outcome form to the state office.  
 
Q. Why didn’t my student get credit for his GED®?  
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It is usually one of five things:  1) Did the student get 12 hours (enrolled)?  2) Was the goal entered in AERIS for the 
student?  3) Is the student separated?  4) Did the program enter the goal as ‘complete’ for the student after the GED® 
test was passed? 5) If the student doesn’t have a Social Security Number, was his/her AERIS-generated ID number 
changed in AERIS to the GED® Jurisdiction number received from the state GED® office?  
 
Q. Where do I record the goal of making an education gain in AERIS?  
 
This is the assumed goal of all adult education and literacy students. Therefore, this goal does not appear as a specific 
data field in AERIS. All student achievement of this goal will be recorded in NRS Table 4 and Table 4B.  
 
Q. If a student is to take the GED® but does not have a SSN, does the program need to enter a manual 
outcome?   
 
Obtaining a GED® is ALWAYS a manual outcome, BUT you do not have to send in the manual outcome form; 
however, you do have to enter the indicator in AERIS.  Furthermore, if GED® students do not have a SSN, they are 
assigned a jurisdiction # by the GED® Department when they register for the GED® testing.  The number assigned by 
GED® should be forwarded to the State Office (AERIS Personnel) and entered in AERIS in place of the social security 
number.  
 
Q. If a student appears on Table 4.1 in level II because that was his lowest score, but makes an advancement 
in another subject on level III, where does the advancement count on the table?  
 
If the student appears in the row for Level 2, he will remain at Level 2 throughout the fiscal year.   Students are slotted 
in rows on Table 4.1 based on their entering EFL. 
 
Q. If a student has made an EFL advancement in any areas will the students show up on the testing alerts? 
And if the student shows up what do we do next?  
 
Students currently do remain on testing alerts. Testing alerts do not impact the student record, they are for 
informational and management purposes.    
 

Educational Functioning Levels 
 
Q. How are Educational Functional Level’s (EFL) established? 
 
EFL is established as by the lowest score of the battery a student is working on.  If it’s one test, the one test 
establishes the EFL, if two, the lowest of the two and if three, the lowest of the three.   
 
 
Q. How is entering a student’s EFL established? 
 
Entering EFL is the level at which the student begins the fiscal year.  For new students this is generated by their pre-
test results.  For rollover students Entering EFL is established by the level at which the student ended the previous 
fiscal year, in other words, the EFL on June 30.  For aggregate reporting and in the cases where students have 
multiple registrations in the same fiscal year, the registration with the earliest registration date establishes the Entering 
EFL.  The Entering EFL persists through the entire fiscal year for that student regardless of whether he regresses, 
advances, completes or never tests again.    
 
Q. Is Level Gain independent of EFL and Entering EFL? 
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Level Gain is independent of EFL and Entering EFL.  It is created when a student improves one test in a battery.  This 
improvement does not necessarily have to be in the area in which the student scored the lowest.  For example a 
student could receive pre-test scores at Level 3 in Math, Level 2 in Language and Level 3 in Reading.  Entering EFL 
for that student would be Level 2.  But if the student takes a Reading post-test and scores at Level 4 the student would 
show a Level Gain for Table 4 purposes despite the fact that their overall EFL remains at Level 2.    
 
The EFL may not change, but the student may register a gain on Table 4, and this bar allows the program to see this at 
a glance.  
 
There is an exception to this rule.  If that same student took a post-test in Language, regressed to Level 1 and then 
improved back with a subsequent post-test to Level 2, the student would not be credited with a Level Gain for Table 4 
purposes.  Rules require that any achievement be above the entering EFL.   
 
Due to the possibility of multiple registrations, you can occasionally see what appear to be anomalies but are actually 
accurate representations.  Suppose a student enters Program A in July as an ESL student.  The same student enters 
Program B in September but is enrolled as an ABE/ASE student.  For aggregate Table 4 purposes the student will 
appear in a row for ESL students.   Even if that student departs Program A and later achieves a Level Gain at Program 
B, he remains listed as entering at ESL since it was the first record in.   We often field questions from programs that 
serve only ESL students questioning why their Table 4 reflects students who appear in rows for ABE/ASE students, 
and this is the reason.  
 
Q.  If a student leaves one program and enters another one during the fiscal year, which program receives 
credit if the student makes a gain? 
 
It depends on which Table you run.  From the aggregate standpoint, both programs receive credit.  If you run a Table 4 
for Program A and a Table 4 for Program B, both tables will show a gain for the student even if he/she achieved that 
gain only in Program B.  From a state standpoint, one student with multiple registrations will appear on a state 
aggregate report one time, but when individual reports are run for each program, that same student will be reflected on 
each.  This is why we always caution that adding up the student counts from each individual Table 4 will not equal the 
aggregate total.   
 

Standardized Testing Instruments 
 
Q. Sometimes we find out that a student should have been “bumped up a level in TABE” Locator results are 
border-line; is this allowed?  
 
Yes. According to the TABE Complete Battery Test Directions, the Locator cut points are guidelines. Test 
administrators are to use them in conjunction with any knowledge of examinees previous performance to help 
determine the placement in TABE level test. This would indicate that the administrator could either bump up or down a 
level. Instruction to do this is included in the TABE training and the AERIS training taken through AALRC.  
 
Q. Can we give the D-Level TABE to 16 and 17 year olds entering our programs?  
 
No.  Sixteen and seventeen year-old students should come to us with a minimum of 8.5 on each section of the TABE 
A-Level complete battery test. Public schools providing a waiver to an adult education program must follow this 
procedure. Adult education programs always give the locator and test accordingly using the survey or complete 
battery.  
 
Q. If administering TABE, do both the pre-test and posttest need to be the same battery?  
 
Yes. The TABE pretest and post- test should always be the same level and battery though different forms.  
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Q.  Can students entering a new program bring their last test scores from another program with them?  
 
Yes. Students who come to your program from another program within 45 days can bring their last test score with 
them.  
 
Q. Should a student be re-tested after 180 calendar days or 6 months?  
 
Yes. Within 6 months from taking the test in your program a student should be re-tested regardless of the hours 
attended. This assessment becomes the new pre-test measurement for the student as the test becomes invalid as 
a post-test after 180 days. 
 
Q.  How should an ESL student be entered in AERIS who scores high on a Basic English Skills Test (BEST)?  
 
If the BEST test scores are the result of an initial assessment (pre-test) AND the scores are 76 or greater on the 
Literacy BEST, and 541 or greater on BEST Plus, then do not enter the scores into AERIS. Since these students are 
above Advanced ESL and cannot show educational gain with the BEST, they should be given the TABE. The program 
should note this on the test in the student’s folder and in the case notes in AERIS.  Resource: AERIS Training 
 

Pre - Testing and Post – Testing 
 
Q.  Must we use the same battery (survey or complete) for the both the pre-test and post-test? 
 
Yes. The pre-test and post-test should be on the same level with a different form. 
 
Q. What if a score is too high on the BEST pre-test? 
 
If a score is too high on the BEST pre-test, then give the TABE and make the student an Adult Basic Education (ABE) 
student. 
 

Traditional vs. Non-Traditional Justification in AERIS 
 

Q. If all three tests of the TABE are taken as a non- traditional 1; or non-traditional 2; or traditional justification 
student, can we enter only the lowest EFL into AERIS?  
 
No. If all three parts of the TABE are taken, then all three scores will need to be entered into AERIS.  

Q. Can we enter all our students as Non -Traditional 1 or Non-Traditional 2 students without giving them the 
TABE Locator?  
 
No. All TABE Testing must follow the Publisher Guidelines. First the locater is given and the results are used to 
determine the appropriate level of survey or complete battery to administer.  

Q. Does a Non-Traditional 1 student have to be separated from AERIS if he or she decides to test in another 
content area?  
 
Yes. If a Non-Traditional 1 student completes a content area and would like to be tested in another content area, then 
they must be separated from AERIS using a separation form and placed back in the system using a new intake date.  
 

Q. Can we make copies of the BEST Literacy test to use?  
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No.  Copyright laws restrict the reproduction of testing materials, which include the tests and answer sheets for BEST 
and TABE tests.  

Q.  Does a traditional student have to make an EFL gain in all three areas or the lowest area to get credit for a 
gain?  
 
If the learner shows progress by moving up to the next higher EFL in any one of the content areas tested, the learner 
has made an educational gain.  
 

Accommodations 
 
Q. When administering TABE, can we offer accommodations for students with special needs? 
  
A testing accommodation is a change made to the test administration procedure to provide equal access for students 
with disabilities to demonstrate their knowledge and skills. If an accommodation is employed, it is important that the 
selected accommodation minimize any advantage or disadvantage of completing the test. In particular, if the 
accommodation under consideration is not used in instruction, then it should not be used in the testing situation.  
TABE-PC is appropriate for some students who have difficulty taking paper-and-pencil tests. Some TABE 
administrators have made other accommodations such as allowing extra time to complete the test or letting students 
mark answers in test booklets rather than on separate answer sheets. Additional accommodation suggestions are 
available in CTB/McGraw-Hill’s Assessment Accommodations Checklist (#53682); order online or call Customer 
Services at (800) 538-9547.  
 
Q. May I administer TABE as an untimed test?  
 
If you use different time limits than were used in the standardization process, it compromises the interpretation of the 
norms. However, CTB recognizes that time extensions may be warranted to accommodate persons with certain 
disabilities, or when TABE is being used exclusively to diagnose the learning objectives an individual still needs to 
master.  
 
Q. Are there special editions of TABE for people with visual disabilities?  
 
Yes. Large-print, Braille, and audio editions of TABE Forms 9&10 are available from CTB/McGraw-Hill and may be 
ordered by calling Customer Services toll-free at (800) 538-9547 or through our Web site at www.ctb.com. 
 
Q. How should we interpret scores when we administer TABE under non-standard conditions?  
 
Whenever non-standard directions and time limits are utilized, norm-referenced comparisons should be treated with 
great caution, since the only norms available are those based on test administrations using standard directions and 
time limits. Nonetheless, CTB/McGraw-Hill believes that information about instructional strengths and student needs 
can be obtained from a non-standard test administration. This is best done by focusing on the curriculum-referenced or 
objective mastery information the test can provide. For more information, consult CTB’s publication, Guidelines for 
Using the Results of Standardized Tests Administered Under Non-Standard Conditions. Obtain your free copy by 
calling Customer Services at (800) 538-9547.  
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